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PRINTED IN GREAT BKIIAIN 


The first section of this book has been entirely re-written 
to make it conform to modem business practice. Much 
new matter has been added, and it is the hope of the 
publishers that it may prove of value to all who realise 
that their correspondence is not playing the important 
part in the organization and growth of their business that 
it should play. The model letters are such as the ordinary 
man engaged in business would use, and deal with those 
matters that are likely to present difficulty. They will 
assist the employ^ as well as the employer, and special 
sections are given for commercial travellers, tradesmen, 
&c. It is not intended that the letters should be used 
word for word as they appear here, but they should be 
taken as models upon which appropriate letters can be 
based. Too often the small business man regards his 
correspondence as a matter of a few hasty notes to be 
dashed off in cryptic phrases which he thinks are the last 
word in modem smartness. A perusal of this little book 
may help him to realize his mistake. Business corres¬ 
pondence is an art, and is as important to the success of 
his business as business knowledge. 

The second section, which is entirely new, is devised 
especially for the use of those who, while having no difficulty 
in dealing with their intimate and social correspondence, 


PREFACE 

are often at a loss to know how and to whom to write 
the business letters which are necessary in the management 
of domestic and family affairs. It is believed that the 
“Parents' Letters" will be found to fill a want often felt 
by both fathers and mothers, and in the letters giving 
advice about careers it will be noticed that these could not 
be written without the information here supplied. 

Care has been taken throughout this volume to maintain 
a style that ordinary modern people would use. The letters 
are not stilted or verbose—as letters were thirty years 
ago—but neither are they slangy and chaotic—as some 
ultra-modem letters are. 

To the ready writer perhaps a letter-writer does not 
appeal. But to others, whose pens do not flow readily in 
unaccustomed tasks, these models, it is hoped, will supply 
just that amount of suggestion and stimulus they need. 
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BUSINESS LETTER-WRITER 


Business Correspondence 


ITS IMPORTANCE 

The importance to the man or woman employed in 
business of being able to write a clear, suitable letter that 
fulfils exactly the object for which it is written and leaves 
a favourable impression on the recipient cannot be over¬ 
estimated. Business cannot be conducted without letters, 
but poor and unsuitable letters hinder business and cause 
confusion and loss, while well-conducted correspondence 
stamps a concern at once with the mark of efficiency that 
is so strong a factor in success. It is a subject which is 
worth a little study, and it is proposed to give here a little 
consideration, not only to the art of letter-writing, but to 
the general handling of correspondence. 


GENERAL CONSIDERATIONS 

In the first place the choice of stationery should be 
carefully made. Letter paper should always be good, 
but not thick and expensive-looking, which gives an 
impression of waste and pretentiousness. The heading 
should be printed, and it is a mistake to try to get this 
done too cheaply. A good, plain, appropriate heading, 

fi 
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which gives your correspondents all the information about 
yourself they need—such as full address, telephone number, 
telegraphic address, &c.—and perhaps some information 
about your business which you would like them to have, 
is a good investment, and the task of designing it is not 
easy. Let a good printer, who specializes in this kind of 
work, do it for you. 

A good heading is always a good advertisement, but 
it is a bad, although common, practice to make it look 
like an advertisement. Never disfigure your stationery 
by blatant assertions about yourself or your business 
which will make your correspondents regard you as on 
the level of a market square cheap-jack. A tradesman 
and business man will use a larger and bolder note-heading 
than a banker or a solicitor, but there is no reason why 
it should not be just as dignified. 

Every heading should contain—the full style of the 
firm, the full postal address, telephone number, telegraphic 
address, and a short description of the firm, such as 
“Wholesale Ironmongers,” “Art and Commercial Printers,” 
&c. A heading may also contain such information as 
the names of the partners, the addresses of branch offices, 
the date of the establishment of the firm (if it is an old 
one), and a list of any notable specialities in which the 
firm’ deals. In the old-style copperplate heading illus¬ 
trations of the firm’s works, &c., are often given, but, if 
this is done, they should always be small and neat, and 
nicely worked into the scheme of the heading. 

It is assumed that the great majority of correspondents 
now use typewriters, and for them the question of the 
size of their note-paper will not arise. It will be the 
standard quarto size. Those who do not use a typewriter 
have a wider choice, but will first have to determine 
what means they are going to adopt of duplicating their 

letters. , ,, . , . , 

Some firms still prefer to use the old-fashioned copying 

book and press, and there is this point in its favour—the 
duplicate must be an exact copy of the original. When 
carbons are used, a typist will frequently make an altera¬ 
tion in the original and neglect to make it in the carbon 
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copy. However, the copying press method is rather 
troublesome, and probably most people without type¬ 
writers will prefer to use the ordinary manifold books, 
with pen carbons. No business letter should ever be 
written in pencil. These can be bought ready-made 
in varying sizes, but if you use a fair amount of stationery 
it is much the best plan to get books specially printed and 
bound. You can then have an ordinary printed heading, 
and should use the standard quarto size of paper. 


THE LAY-OUT OF A LETTER 

A letter should always be so typed or written as to have 
the appearance of "fitting” the paper. It should never 
be squeezed up at the top, or begun low down on the 
sheet with the end crowded in at the bottom. 

If a printed heading is used, the date will be placed on 
a line provided for it immediately below on the right-hand 
side. Nearly level with it on the left-hand side should 
be placed your reference number, and below this the 
name and address of your correspondent. Thus : 

Ref.—XL/48. April 18 th, 19—. 

Messrs. White & Co., Ltd., 

18 Cheapside, E.C. 2. 

Dear Sirs, 

Then will follow the body of the letter. This 
should be so spaced as to leave the same amount of space 
at the bottom for the formal conclusion and signature 
as appears at the top between the printed heading and 
the body of the letter. This of course can be made to 
vary according to the length of the letter. 

The formal conclusion and signature are always placed 
at the right-hand side. Thus : 

Yours faithfully, 

B. S. MANTON. 
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The width of the margins at each side is c. matter of 
taste, but they should be uniform, and fairly wide margins 
give a much better appearance than narrow ones. Indeed 
lately a fashion has come in of very wide margins, some¬ 
times as much as one-third of the width of the paper 
being left blank on each side. This entails a rather 
extravagant use of paper, but it certainly has the advan¬ 
tage of making a letter very easy to read. The eye is 
easily tired by too long a line. But a margin of an inch 
or an inch and a half on each side is usually considered 
sufficient. 

A letter should never be written or typed so as to present 
a solid block of matter which your correspondent feels 
disinclined to tackle. A long letter should always be 
broken up into a number of paragraphs. It is not wise 
always to follow the rule that a paragraph should be given 
to each subject. Different aspects of the same subject 
may be given separate paragraphs, and anyway a para¬ 
graph should rarely exceed six or eight lines. It is also 
a good plan to tabulate your letter whenever possible. 

A word as to the signature. This should always be 
written, not typed ; it should be legible, and always the 
same—don't vary it by signing one letter “ John Smith 
and the next “ J. T. Smith." Fanciful and highly ornate 
signatures should be avoided. They are seldom legible, 
look pretentious, and do not create a good impression in 
business. 

When signing on behalf of a firm or a third party, the 
name of the firm can be typed or put in with a rubber 
stamp, if the name of the writer is written. Thus : 

Yours faithfully, 
pp. J. White & Co., Lim., 

H. E. Allen (Manager!. 


STYLE 

It is a mistake to think that a business letter must 
be written in a jargon that would not be used for any 
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other purpose. Most of the stereotyped phrases which 
constitute the stock-in-trade of some business corres¬ 
pondents can be wisely dispensed with. Plain, simple, 
every-day English is much better. 

There are two points which are all-important—lucidity 
and conciseness. Be sure that you say what you mean 
to say beyond all possibility of mistake, and say it in as 
few words as possible. Do not add a lot of unnecessary 
information or explanations. Use short, direct sentences, 
with plenty of full points. 

On the other hand, do not be abrupt, and care must 
always be taken to avoid giving your correspondent the 
impression that you haven’t got the time or do not think 
him of sufficient importance to take any trouble with 
your letter to him. For the same reason the excessive 
use of contractions should be avoided. It has the appear¬ 
ance of saving yourself trouble at your correspondent’s 
expense. Always sit down to write a letter with the 
intention in your mind of pleasing the recipient of it. 

For instance, a would-be smart correspondent might 
think the following letter a good specimen : 

Sirs, 

Yr favour of the nth to hand, and same has 
our best attentn. We beg to state however that price 
quoted was rock-bottom, and no disct. from this can be 
given. Our invoices for this class of goods are rendered 
strictly nett—please note for future guidance. 

Assuring you that your favours shall always have our 
best attentn.. 

We beg to remain, 

Yrs. faithfully. 

It contains nearly every possible mistake The con¬ 
tractions scattered about it save very little time, and 
their use is a form of discourtesy to the recipient. The 
point of the letter—that discount cannot be allowed—is 
stated with a brusqueness which might easily give offence. 
Yet the writer adds at great length a wholly unnecessary 
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complimentary sentence, which, after the curtness of the 
preceding note, is bound to appear insincere. Worst 
of all, its language cannot be called English at all. 
“ Favour," " to hand," “ same," “ we beg to state,” 
“ rock-bottom "—all hackneyed phrases which are merely 
disfigurements. 

Compare it with a similar letter written in simple 
English : 

Sirs, 

We have received your letter of the nth inst. 
and will give it our best attention. We regret however 
that we are not able to allow discount from the price 
quoted, and our invoices for this class of goods are rendered 
strictly nett. We shall be obliged if you will make a note 
of this for your guidance in future transactions. 

Yours faithfully. 

It contains 64 words as against 66 words in the first 
example. It is clear, concise, adequate, and gives the 
impression of courtesy and consideration, instead of hurry 
and abruptness. 


GRAMMAR: COMMON ERRORS 

It is not desirable that letters should be written in 
pedantic English that sounds stilted and over-precise. 
As has been said, short, simple sentences are best, but 
the grammar must be correct. It is not possible to deal 
with the subject fully here, but a list of errors frequently 
made, even by well-educated people, is given 


“Who" and “whom" are often misused. The first 
is the nominative case, or subject of the verb ; the 
second the objective case, or object of the verb. 
Compare—" The man who knew " and ‘ The man 

whom u " ” 


/ 


7 


A 





G’KLS 


o 


S 9 IN 


o A3 
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" Its ” and “ it's.” These are two distinct words. 
“Its” is the possessive pronoun, corresponding to 
“ his ” and " her.” Thus—" The dog lost its collar.” 
“ It's ” stands for " it is " It’s time to go.” 

" Her's '' or “ their's.” It should be ” hers ” or “ theirs 
—” A friend of hers.” 

“ It is me ” should read “ It is I.” The verb ” to be ” 
takes the nominative after as well as before it. 

“ Between you and I.” “ Me ” should be used instead 

of ” I,” as all prepositions govern the objective 
case. 

Plural instead of singular verbs are often wrongly used 
in such cases as “ Neither Tom nor Bill were present.” 
" Was ” should be used instead of ** were.” ” The 
memory of those pleasant days were sweet.” ” Was 
sweet ” is correct. 

Pronouns are often wrongly used in the same way— 
” Any one could go if they wished.” “ Any one ” 
is singular, and the sentence should read “ Any one 
could go if he or she wished.” 

Adjectives are often wrongly used as adverbs—“ He 
walked slow ” instead of “ slowly.” 

The wrong prepositions are frequently used. The 
following are some of the most common cases : 


different to 
averse to 
opposite the door 
caught up to him 
oblivious to 
immune to 
“ largest of two ” 


different from 
averse from 
opposite to the door 
caught him up 
oblivious of 
immune from 
“ larger of two/ 1 


should be 

99 ft 

99 ft 

99 It 

99 It 

99 ft 

M M 





& 

s 
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Words are frequently placed in the wrong order— 
“ The two first students were awarded prizes" 
instead of “ The first two.” 

Adjectives which are not applicable are used—“ A tall 
head ”—it is the man who is tall, not his head. " A 
clever play ”—it is the author who is clever, not 
the play. 

Words like “ literally ” and “ absolutely ” are often 
used when they are not necessary—“ He literally 
jumped out of his chair.” “ He was absolutely 
astounded.” 


FORMS OF ADDRESS AND CONCLUSION 

The forms of address used in business letters are: 
“ Dear Sir,” “ Dear Madam,” “ Dear Sirs,” “ Sir,” 
“Madam,” “Sirs,” “Gentlemen.” The word “ dear ” 
has obviously no meaning in this connection, but it is 
still used by most people in preference to the more abrupt 
“ Sir ” or “ Madam.” “ Sirs ” or “ Gentlemen ” is used 
in addressing a firm, or a body like a Board or Committee. 

The forms “ Dear Mr. Jones,” “ Dear Mrs. White,” 
“ Dear Miss Black,” “ Dear Colonel Brown,” “ Dear 
Doctor Green,” &c., are used when the writer is on familiar 
terms with his correspondent. 

The form “ Dear Miss ” is never used. It must be 
either “ Dear Madam,” or “ Dear Miss Black.” 

The forms “ Dear Jones,” “ Dear Colonel,” “ Dear 
Doctor ” are more intimate still, and are only used by 
friends who are in the habit of addressing each other 
by their surnames when they meet. 

It is important to use the correct forms, as undue 
familiarity or unexpected stiffness will often give offence. 

The conclusion now in almost universal use for business 
letters is “ Yours faithfully.” “ Yours truly ” is equally 
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applicable. The old-fashioned forms, “ I have the honour 
to remain. Sir, Your obliged and obedient servant,” &c., 
are only used now in letters to persons of rank or official 
position, and by such people as Government officials. 

The form, “ We beg to remain, Yours faithfully,” is 
still frequently used, but the first phrase, “ We beg to 
remain,” is obviously superfluous and meaningless. 

A number of writers still describe themselves as “ Yours 
obediently ” or ” Your obedient servant,” but these forms 
are only suitable when the writer owes obedience to his 
correspondent—like an employ^ to his employer. 

In ninety-nine cases out of a hundred nothing more is 
required than ” Yours faithfully.” 

The proper forms to use when writing to persons of 
title and official position are given at the end of this book. 


THE ENVELOPE 


There are one or two points to be observed in addressing 
the envelope. The accepted form in addressing a firm 
is: 

Messrs. E. Talbot and Co., Ltd., 

128, Whitefriars Street, 

Fleet Street, E.C.4. 


If it is desired that the letter should go to a particular 
member of the staff, his name can be added in the bottom 
left-hand comer—” Mr. Robinson.” 


The word ” Messrs.” is not used when addressing a 
company which does not contain the names of the partners 
m its title, thus—" The Thames Ironworks Co., Ltd.” 

In addressing a business letter to a man, there is a 
dioice of the forms—” T. H. Brown, Esq.,” a nd ” Mr. T. 
H. Brown. The latter form is jbervmef for -all com¬ 
munications addressed to a manTa h^U&sifidsfe^p^ty, 

m 


sim * ^ 


uO 


I r* ft 
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but esquire should be used when the letter, although 
dealing with business, is sent to a man in his private 
capacity. For letters to an inferior, like a servant, or to 
a youth, “ Mr." should be used. 

When a gentleman has letters after his name these 
follow the word esquire—“ T. H. Brown, Esq., M.A.” 

In addressing a married woman, the initials given 
should be those of the husband’s Christian names—“ Mrs. 
T. H. Brown." If these are not known, only the surname 
should be used—“ Mrs. Brown." “ Mrs. Alice Brown " 
is incorrect, but in the case of unmarried ladies the Christian 
name should be given—" Miss Vera Dale "—unless the 
lady is the eldest surviving daughter of the family, when 
she should be addressed as " Miss Dale." 

It maybe said here that cheques should not be made 
payable to ladies in their husband’s initials, as trouble in 
endorsing often arises. Cheques should be made payable 
to “ Mrs. Alice Brown "—not “ Mrs. T. H. Brown," as 
the latter form involves the long endorsement—" Alice 
Brown, wife of T. H. Brown.” 


REFERENCE NUMBERS 

The use of reference numbers is essential to the rapid 
and orderly handling of a large correspondence. If the 
correspondence is not large they are not necessary, as the 
date will be found sufficient reference. 

The system of reference numbers adopted must depend 
to a large extent on the system of filing in use, as they 
should be a reference to the file on which previous corres¬ 
pondence on the subject can be found. 

A very common practice is to use the initials of the 
member of the staff who dictated the letter and a serial 
number to indicate where a copy of it will be found in 
the copying book or letter file, thus—J.L./45. 
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In a firm of many departments the initials would be 
used to indicate the department dealing with the matter. 

Always quote the reference number when answering a 
letter in which one has been given. This can be done 
in two ways. It can be given in the body of the letter : 

Dear Sir, 

We have received your letter of the nth inst. 
(Ref.— XL/14), &e. 

Or it can be placed at the top of the body of the letter : 

Dear Sirs, 

Ref.—XL/14. 

We have received your letter, &c. 

In addition to the reference number it is a good plan 
to give, in the bottom left-hand corner of a letter, the 
initials of the member of the staff who dictated the letter 
and of the typist, thus—MEL/HS. 

When writing frequently to a regular correspondent, 
like an agent or representative, the best form of reference 
is a serial number—“ No. 1,” " No. 2,” &c. 


DEALING WITH CORRESPONDENCE 

The first essential to dealing quickly and effectively 
with correspondence is the adoption of a suitable system 
of filing. The systems of filing offered for the business 
man’s consideration to-day are very numerous, but they 
nearly all come under two headings—filing by the names 
of the correspondents, or by subjects. It is not possible 
to give systems in detail here, and one system is not 
equally applicable to different businesses, but, if in doubt, 
a chat with a good commercial stationer may enable 
you to decide on the best system for your own particular 
needs. 
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Those who use copying presses and letter books, or 
manifold books, will have only the incoming letters to 
deal with. Before these are filed away they should each 
have marked on them the folio of the page of the letter- 
book in which the reply is to be found. Those who use 
typewriters and carbons will have to decide whether 
they will adopt a system by which a letter and the carbon 
copy of the reply to it are filed together, or filed separately, 
with a reference on each to where the other is filed. 

For businesses in which the correspondence is not very 
large there is little doubt that the best plan is to fasten 
the letter and carbon copy of the reply to it together and 
file under the initial letter of the correspondent’s name. 

Incoming letters should be entered up as received in a 
book specially kept for the purpose. It should give 
certain particulars, and the following is a good form for 
it : 


Date Name Address Handed Enclosures 

to 


Money 
£ d. 
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" THE POSTMAN.” 

For dealing with out-going letters there should always 
be a junior member of the staff deputed to act as ” the 
postman.” It should be his duty to collect at a regular 
hour each evening all the letters for post, stamp them, 
and take them to the post. He should keep two books— 
a register and a stamps account book. 

The following is a good form for the register, in which 
all letters posted should be entered : 


Date 

Name 

Address 

Despatched 

by 

Stamps 
i s. d. 

9 



| 


| 



In the account book he should enter on one side the 
value of the stamps received and on the other the value 
of the stamps used each day, as shown in the register. 
This should be periodically balanced and checked by the 
value of the stamps he has in hand. 

TELEGRAMS 

Copies of telegrams should always be kept, and it is 
a good plan to u§e the manifold books of telegraph forms 
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sold for this purpose. Telegrams, received and sent, 
should be regarded as and treated as correspondence, of 
which they are often an important part. Telegrams 
despatched should always be confirmed at once by letter, 
enclosing a copy of the telegram. 


THE CARD INDEX 

As a further help to quick reference to past correspon¬ 
dence, a card index is sometimes used. A card is filed for 
every correspondent’s name, indicating where the letters 
and replies are filed, and sometimes giving brief details of 
the nature of the correspondence. This is even carried 
further by indexing by subjects as well. Thus, if a letter 
was received from a Mr. Smith about iron girders, entries 
would be made on cards under “Smith,” “Iron, and 
“Girders." 

This is an elaborate system, excellent in theory, but 
apt to fail in practice through failure in the human 
machine—that is, the keeper of the index gets in arrears 
or makes errors in entries; and an index which is not 
complete and correct is merely an instrument of deception. 


MODEL LETTERS 


LETTERS BETWEEN EMPLOYERS AND 

EMPLOYES 


I. To a Manager asking for Increase in Salary. 

Nov . 28th. 

S. H. Rowens, Esq . 

Sir, 

I have now been in the employ of Messrs. - 

& Co. for five years, and my salary has not been 
increased for over two years. During that time a good 
deal of additional work has fallen upon me, and I have 
always done my best to deal with it, and to give satis¬ 
faction in every way. My salary is now £140 a year 
only £20 a year more than when I started five years ago] 
and I am writing to ask if you can now see your way to 
giving me a substantial increase. 

I can assure you that such recognition would be very 
deeply appreciated, and no efforts should be spared on 
my part to justify the firm’s confidence in me. • 

Yours obediently, 

M. B. Barnes. 
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2. From a Clerk, asking to be given an Opportunity 

of Travelling. 

April 14 th. 

Messrs. Deacon & White. 

Dear Sirs, 

I am writing to ask if you will consider my 
claims when you are next appointing a traveller. I have 
been with you now eleven years, and have an intimate 
knowledge of the business and your customers. You 
know I am a hard worker and trustworthy, and I feel 
sure, if you would give me an opportunity, I could do 
very well indeed for you on the road. I should much 
prefer travelling to my present work, and, as I am very 
eager to improve my position, you could be sure of my 

doing my best. 

I suggest that the firm does not cover very well at 
present the West of England, especially the North-West. 
I think there is a splendid opening for Pushing your goods 
in Cheshire, Shropshire, Hereford and the Wejsh counties, 
and, if you would give me the chance, I believe I could 
open a large number of new accounts for you there. 

Yours obediently, 

H. N. Read. 


3. From an Employ*, asking for Promotion. 

Oct. 14th. 

Messrs. Dick & Co., Ltd. 

Dear Sirs, . , 

As I hear that Mr. Rayner is leaving at the end 

°‘ the . L VCn rrave\^nL f "oufc4tytrfiCn 

place when he was away. 
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I know the work of the department intimately, and 
feel assured that I could run it efficiently and cheaply, 
and in a way that would give you every satisfaction. 

Yours obediently, 

W. F. Rawlings. 


4. From an Employ^, excusing Absence due to Sickness 

Mr. W. F. Smith. May 4 th. 

Messrs. Derham & Son. 

Dear Sir, 

I am sorry I shall not be able to come to the 
office for a few days. I wired you yesterday, and to-day 
the doctor says I have a sharp attack of bronchitis. I 
enclose certificate. 

Yours faithfully, 

S. Mason. 


5. From an Employ6, asking for Leave of Absence. 

Dear Sir, Sept. 18 th. 

Can you give me leave of absence from the office 
for a week ? My brother has died suddenly in Manchester, 
and, as I am sole executor under his will, it would be a 
very great convenience if I could go up and settle his 
affairs. There is a great deal to see to which can only 
be done on the spot. 

I am sorry to have to ask, and if you cannot spare me 
just now I must appoint some one to act in my place, but 
there are several reasons why I very much want to go 
personally. 

Yours faithfully, 

K. Allen. 
c 
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6. From an Employ^, asking for Extension of 

Holiday. 

84 Marten Square, Hastings. 

Dear Sir, August 19 th. 

Is it possible for you to extend my holiday so 
that I return to the office on Tuesday instead of Monday ? 
My excursion ticket is available for return on either Friday 
or Monday. If I may return on the Monday, it means 
that I get three more full days here, and as the change 
is doing myself and my family so much good I am venturing 
to ask for this extension. I shall be very grateful if you 
can grant it. 

Yours obediently, 

V. B. POULTON. 


7. From an Employ^, asking for financial Assistance. 


Dear Sir, 


92 Hove Avenue, Manchester. 

March 29th. 


My wife has to undergo a very serious operation 
which will cost me £60 and must be done at once. I have 
had very heavy doctors’ bills for the past year and am 
afraid they will continue through next year, and there 
will probably be also the expense of sending my wife to 
a Convalescent Home after the operation. 

These expenses are a very great drain upon my resources, 
and as a result I have not the money to pay for the opera¬ 
tion. Is it possible for the firm to help me ? You know 
I would not ask if I could help it, and I shall be deeply 
grateful for any assistance they can give me. 

If they would lend me £50, I would pay it back by a 
deduction of £1 a week from my salary. 

You have always been so kind to me that I know you 
will forgive my asking, and will help me if you can. 

Yours obediently, 

Victor Dalton. 
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8 . From an Employ^, thanking Employers fo* 

Benefit 


Messrs. While & Sons. 


Oct. 1 8th. 


Dear Sirs, 

I thank you very much for increasing my salary 
by 120 a year. I appreciate this mark of your approval 
very highly, and will make every effort to show myself 
worthy of it. 

Yours obediently, 

A. L. Hall. 


9. From an Employ6, apologising to Employers for 

Misconduct. 


Nov. 5 th. 

Dear Sirs, 

I regret very deeply that you should have cause 
to complain of unpunctuality and lack of attention on 
my part. I beg you to believe I had not realised I had 
been so slack and that no effort shall be wanting on my 
part to see that you have no ground of complaint in the 
future. 


Yours obediently, 

T. H. Lumley. 


io. From an Employ^, giving formal Notice. 

Feb. ist. 

Dear Sirs, 

I have been offered a very good post by a Man¬ 
chester firm as London representative, and I beg therefore 
to give you formal notice that I wish to terminate my 
engagement with you one month from to-day’s date. 

Yours faithfully,^ 

T. B. Daw$Sn. 




JJWsV Mlijc 


I 'l 



THE BUSINESS LETTER-WRITER 


ix. From an Employ6, asking for Reference. 


Sept. 29 th. 

Dear Sir, 

I want to apply for a post on the Indian State 
Railways, which has been advertised, and, as I have to 
send three testimonials with my application, I should be 
very much obliged if you would give me a letter of recom¬ 
mendation. 

I think you have always been satisfied with my work, 
and I hope you will say all you can in my favour. The 
post is a very good one and offers exceptional advantages 
for advancement. 


If my application is not successful, I trust you will not 
think I am dissatisfied with my position here or wish to 
leave your employ. I am only applying for this post 
because it would give me a very much better position and 
salary. 

Yours faithfully, 


B. L. Ashton. 


12. From an Employer, engaging a Clerk. 

March 30 th. 

Mr. T. V. Bell. 

Dear Sir. 

I have now taken up your references, and, as they 
are quite satisfactory, I shall be glad if you will start 
work here on Monday next at 9.30. Please ask for Mr. 
Mortimer, who will be expecting you. 

As arranged with you at our interview, your salary 
will be £200 a year, and the hours of work from 9.30 to 
5.30 and 1.0 on Saturdays, with a fortnight’s holiday 
each year. The engagement may be terminated by a 
month's notice on either side. 

Yours faithfully, 
pp. H. Morgan & Co., Ltd., 
S. S. Jones (Manager), 
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13. From an Employer, dismissing an Employ^. 


Dear Mr. Pearce, 


May 1st. 


I am sorry to have to inform you that your 
services will not be required by this Company after the 
end of this month, as the reorganization of the business 
necessitates a reduction of the staff. 

We have no cause of complaint against you and shall 
be pleased to give you an excellent testimonial or to 
answer any inquiries. 

Yours faithfully, 

pp. H. T. Ball & Sons, 

P. White (Manager). 


14. From an Employer, asking a Manager to resign. 

Oct. 7.0th. 

Dear Mr. Day, 

I have been giving very careful consideration 
to your department lately, and I have come to the con¬ 
clusion that some radical change is necessary. The 
turnover is steadily decreasing, the work done is unsatis¬ 
factory, and the staff seem very slack and discontented. 
It seems to me that you do not take sufficient interest in 
your work and are not able to get the best out of your 
staff, and, that being so, I think it is in the best interests 
of yourself as well as the firm that I should give you an 
opportunity of making a change. 

The firm are prepared to treat you generously aftei 
your long service with them, and give you this opportunity 
of resigning your appointment before they take any 
further steps. On your leaving their employment, they 
would be willing to give you a bonus of £5 for every year 
of service with them. 

Yours faithfully, 

pp. The Artistic Printing Co., Ltd.. 

M. T. Lisle 
(Managing Director). 
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15. From an Employer, reproving an Employ^. 

June 1 si. 

Dear Mr. Brown, 

I see by the Time Book that you have been late 
no fewer than nine times during the last month. This 
shows a lack of interest in your work which has made me 
very doubtful about retaining you in my employ, but the 
head of your department speaks well of you, and therefore 
this time I merely give you warning that I cannot allow 
such conduct to go on. Your hours must be punctually 
observed. If I have any further cause of complaint in 
this respect, you will know what to expect. 

Yours faithfully, 

B. B. Moss. 



From an Employer, refusing a Request from an 


Employ6. 


Feb. 27th. 


Dear Mr. Jones, 

I am sorry I am not able to increase your salary 
at present. I think you are adequately paid for the work 
you do. I will however bear your application in mind, 
and, if you are able to convince me you are worth more, 
I will see what I can do for you at the end of the year. 

Yours faithfully. 


H. L. Stone. 


17. Taking up a Reference. 

Sefit. 4th. 

Dear Sirs, 

Mr. J. L. Cotterell, of -, tells me he was 

employed by you for four years as a ledger clerk. He has 
applied to me for similar employment, and I should be 
very much obliged if you would let me know if you found 
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him competent and trustworthy, and also the reason for 
his leaving your employ. Needless to say, your letter 
will be treated as strictly confidential, and I hope you will 
write me frankly. 

Yours faithfully, 

P. L. Hayward. 


18. Giving favourable Reference. 

Sept. 6th. 

Dear Sir, 

In reply to your letter of the 4th inst., making 
inquiries about Mr. J. L. Cotterell, I may say that I am 
sure you will find him satisfactory as a ledger clerk in every 
way. He was a careful and conscientious worker, and I 
have nothing against his character. The reason he left 
our employ was that our ledgers are now kept at our head 
office in Manchester, and Mr. Cotterell did not wish to 
leave London. 

Yours faithfully, 

V. S. Pelton. 


19. Giving qualified Reference. 


Sept. 5 th. 

Dear Sir, 

In reply to your letter of the 4th inst., making 
inquiries about Mr. J. L. Cotterell, I may say that I always 
found him a competent ledger clerk. He thoroughly 
understands his work and is quick and accurate. The 
reason I dismissed him is because he has lately given way 
to in temperance. However, losing this post has been a 
severe lesson to him, and I think, if you are able to keep 
a firm hand over him, you might not be troubled with this 
failing. Otherwise he is of excellent character. 

Yours faithfully, 

V. S. Pelton. 
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20. Refusing Reference. 


Sept. 5 th. 

Dear Sir, 

In reply to your letter of the 4th inst., making 
inquiries about Mr. J. L. Cotterell, I am sorry I am not 
able to recommend him, and I told Mr. Cotterell so when 
he left us. In the circumstances I prefer to say nothing 
more. 

Yours faithfully, 

V. S. Pelton. 



A 


LETTERS FROM AND TO COMMERCIAL 

TRAVELLERS 


21. From a Firm, announcing a Call by its Traveller. 

- Jan. 4th. 

Dear Sirs, 

Our Mr. H. Walters will have the pleasure of 
calling upon you about the 10th inst., when we hope to be 
favoured with your orders. 

Yours faithfully, 
pp. Scott & Holmes, Ltd., 

T.M.P. 


aa. From a Commercial Traveller, announcing a Call. 

Grand Hotel, Worcester. 

Feb. 24 th. 

Dear Sirs, 

I shall be in Hereford next week, and hope to 
call upon you about the 28th inst. I shall have stock 
rooms at the Royal Hotel, and as I have a wide range of 
all our new season's novelties I hope you will take an 
opportunity of inspecting them. I trust business has been 
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booming lately and that you have a large order waiting 
for me. 

Yours faithfully, 

H. Walters. 


23. From a Commercial Traveller, enclosing Orders. 


Dear Sirs, 


York Hotel, Halifax. 

Nov. 4th. 


I enclose herewith weekly report of business 
done in this town, with order sheets, and statement of 
a/cs collected. 

On Monday I shall be at the Queen’s Hotel, Wakefield, 
and on Thursday at the Waverley Hotel, Bradford. 

Business is pretty brisk in the old lines, but I find 
considerable difficulty in booking orders for the more 
expensive goods. Traders seem afraid to take risks in 
view of the unsettled state of the labour world. 


Yours faithfully, 


H. Walters. 


24. From a Commercial Traveller, making Sugges¬ 
tions for increasing Business. 

Western Hotel, Harrogate. 

Dec. 1st. 

Dear Sirs, 

I enclose herewith weekly report of business done, 
with order sheets. On Monday I shall be at the Queen’s 
Hotel, Bridlington, for the week. 

Business has not been good here, and several of our old 
customers complained that we do not keep our stock 

sufficiently up-to-date. Mr. Martin, of -* whom I 

have known for many years, showed me a wallet which 


/ 
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Messrs. - & - are putting out at 18/- a dozen. 

It looked a very superior article to ours at 21/-. I enclose 
one for your inspection. 

I find everywhere the demand is for smart, up-to-date 
novelties. The price should be reasonable, but that does 
not matter so much if there is only some new idea in the 
goods. 

Yours faithfully, 

H. Walters. 


25. From a Commercial Traveller, suggesting special 

Terms. 


Avon Hotel, Bristol. 


Dear Sirs; 


March 14 th. 


I have had a long interview with Mr. Hamilton, 
the buyer for Messrs. Lang and Bowles, of this city. They 
do a large export trade, and he is very much interested 
in our cheaper leather lines. I think a very large order 
can be booked here, but there will have to be special 
terms. He has asked me what we could do in the way 
of extra discount on an order for 500 gross of the lines 
priced from 10/- to 12/- a dozen. I have promised to let 
him know to-morrow, so will you please wire me on receiving 
this what is the best offer you can make ? The order is 
worth over £3,000, and I think a special discount of 
7 i% addition to trade and cash discounts would secure 
it. The goods would all be exported and would not 
compete with traders in this country. Needless to say 
I should not suggest extra discount if I could book the 
order on our usual terms, but I can see that is impossible. 
Also, if these lines sell well, there is every reason to expect 
further large orders, possibly on better terms. 

Yours faithfully. 



H. Walters. 


THE BUSINESS LETTER-WRITER 


26. To a Commercial Traveller, complaining of Business 

done. 


Dec. 4th. 

Dear Mr. Walters, 

I should be glad to have some explanation from 
you as to why your orders are showing such a marked 
decrease. This is a very serious matter for us, and, unless 
you can hold out some definite hope of very great improve¬ 
ment, I shall have to consider what steps it is necessary 
for us to take in the matter. We have had no complaints 
of the quality of our stocks, and cannot see any reason 
why business should be bad. Please write me fully about 
the causes to which you attribute it. 

Yours faithfully, 

T. M. Powell. 


27. Reply. 

Moors Hotel, Whitby. 

Dec. yth. 

Dear Mr. Powell, 

I am sorry you should have cause to complain 
of a decrease in my orders. It has been worrying me very 
much, and I assure you it is not through any want of 
trying on my part. I have done all I can to keep my 
turnover up to its usual level, and to increase it, if possible 
but traders simply will not buy. I think if you examine 
my sheets you will find I have booked as many orders as 

usual, but they are much smaller. 

As to the causes, I think it is that, owing to the pro¬ 
longed strike last year, traders are very short °» money, 
and as there is a talk of a renewal of the trouble, the> are 
afraid to take any risks and will only buy for their immediate 
requirements. There is a widespread feeling of n ei wous- 
ness about the future. I have received complaints about 

our stock not being "novel" enough, and ab ° ut 
but one expects these, and they have not been more 
numerous than usual. There is of course very keen 
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competition, and Messrs.-, of Edinburgh, in particular 

are showing a very attractive range of samples at low 
prices. There is also a great deal of German stuff being 
offered. The quality is poor, but the prices are very 
tempting to traders in their present mood. 

I think possibly the orders are only postponed and not 
lost, and, if nothing unsettling happens, I may make up 
a lot of the lost ground on my next round. I am going 
to York next week, usually a very good centre, and I will 
write you again fully from there. 

Yours faithfully, 

H. Walters. 



LETTERS IN REFERENCE TO ACCOUNTS 


28. Sending Cheque in Settlement of A/c. 

March 18lh. 

Dear Sirs, 

We have pleasure in enclosing herewith cheque 
for £204 18s. 4d., in full settlement of your A/c, and shall 
be glad to have your receipt. 

Yours faithfully, 

pp. Wilson & sons, 

H.L. 


29. Sending Cheque in part Settlement of A/c. 


March 18 th. 


Dear Sirs, 

We have pleasure in sending herewith cheque 
for £200 in part settlement of your A/c. We hope to let 
you have a cheque for the balance outstanding next 
month, and trust this will be satisfactory to you. Please 
let us have your acknowledgment. 

Yours faithfully, 

pp. Wilson & Sons, 

H.L. 
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30. Sending Bill in Settlement of A/c. 


Dear Sirs, 


March 18th. 


We regret that we are not able to send you cheque 
in settlement of your A/c this month. We have had 
great difficulty in collecting A/cs due to us and are, in 
consequence, rather pressed for ready money. We send 
you however a Bill payable at three months, and beg 
that you will favour us by accepting this. 

Yours faithfully, 

pp. Wilson & Sons, 

H.L. 


31. Requesting Acceptance of Bill. 

March 18 th. 

Dear Sirs, 

We shall be very much obliged if you will accept 
the enclosed Bill for £250, payable at three months, and 
return to us. We are sorry to trouble you, but find 
ourselves pressed for ready money just now. 

Thanking you for your prompt attention, 

We are, Yours faithfully, 

pp. Wilson & Sons, 

H.L. 


32. Requesting Payment 
Dear Sir, 


on A/c of Work done. 

tco. 14/A. 


We should be very much obliged if you could let 
us have a cheque on a/c of the work we have in hand for 

^ of over £400 has been com¬ 

pleted, and it would be a great convenience to us if you 
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could let us have a cheque for, say, £250 to meet payments 
that have now to be made for material. 

Yours faithfully, 

pp. T. P. Watson & Co., 

H. Price. 


33. Requesting Payment before Delivery of Goods. 


Dear Sir, 


Oct. 19/A. 


The posters ordered by you are now ready. We 
enclose invoice, and will dispatch immediately on receiving 
remittance from you. 

Yours faithfully, 

pp. Bright & Co., Ltd., 

D.S.L. 


34. Requesting Payment of A/c. 


Nov. gth. 


Dear Sir, 

I beg to call your attention to my A/c rendered 
in July last for £84 8s. 6d., which is now considerably 
over-due. No doubt the matter has escaped your atten¬ 
tion and I should be glad to have cheque at your early 


convenience. 


Yours faithfully, 


H. S. Smith. 


35. Repeating Request for Payment of A/c. 

Dec. 9 th. 

Dear Sir, 

I wrote you on the 9th ult., asking for payment 
of my A/c for £84 8s. 6d., rendered in July last, but so far 
have y received no reply. I think six months is a very 
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unreasonable credit to expect for work of this kind, and 
I cannot allow the A/c to stand over any longer. Please 
let me have your cheque by return. 

Yours faithfully, 

H. S. Smith. 


36. Requesting Payment of A/c and threatening legal 

Proceedings. 


Jan. 2nd. 

Dear Sir, 

I have already written you twice about my A/c 
for £84 8s. 6d. rendered in July last and have received no 
reply. I am unable to wait any longer, and, if I do not 
receive cheque in full settlement by the end of this week, 
I shall be compelled to place the A/c in the hands of my 
solicitors for collection. X am very loth to do this, but, 
as you do not answer my letters, no other course is open 
to me. I cannot understand why you are treating me in 
this discourteous manner. 

Yours faithfully, 

H. S. Smith. 


37. Asking for Time in Settling A/c. 

Dec. 1.1th. 

Dear Sir, 

I regret that your A/c should have been so long 
outstanding. I have had very heavy expenses to meet 
lately and at the same time have been unable to collect 
several large A/cs due to me. In the circumstances 1 
should take it as a great favour if you would allow the 

A/c to stand over for a few weeks longer. 

/ 

Yours faithfully, 
Benjamin Locke 


d 
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38. Promising Payment and deprecating legal 

Proceedings. 


Dear Sir, 


Jan. 4th. 


I regret very much that your A/c has not been 
paid before this, but I hope you will not think it necessary 
to go to the trouble and expense of legal proceedings. 
Owing to circumstances into which I need not enter here, 
I have been pressed for ready money lately, but the 
embarrassment is only temporary, and I can promise 
definitely that your A/c shall be settled at the end of this 
month. 


Yours faithfully, 

Benjamin Locke. 


39. Complaining of a Returned Bill of Exchange. 

Sir, July 8 th. 

I am much surprised and vexed at having returned 
to me the Bill I drew upon you in accordance with the 
terms agreed upon between us. When you found that 
you were not in a position to meet the bill, you should 
have advised me of the fact, so as to enable me to make 
some arrangement. Your not having done this has put 
me to the greatest inconvenience, and I must inform 
you that unless you make arrangements to meet the Bill 
within ten days I shall be compelled to take the usual 

StepS ‘ Yours faithfully, 

N. Underwood. 


40. Disputing an A/c. 


Dear Sir, 


Oct. 8 th. 


We have received your statement for September, 
but are returning it herewith, as it does not agree with 
our books. 
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You have charged us 21/- a doz. for silk stockings on 
three dates. Your quotation (Ref.—LM/8421) was 20/3 
a dozen. 

On the 10th you have charged 10 dozen su£de gloves. 
We only ordered and received 6 doz. 

The item for woollen vests (gents.) appears to be charged 
to us in error. We have no trace of them. 

We shall be obliged if you will look into these matters 
and let us have a corrected statement in due course. 

Yours faithfully, 
pp. L. Jones & Son, 

B.HAV. 


41. Acknowledging Receipt of Cheque. 

June 14 th. 

Dear Sir, 

We have pleasure in acknowledging the receipt 

of cheque for £ -in settlement of your A/c to May 31st 

last, and enclose receipt. 

Assuring you always of our best attention, 

We remain, Yours faithfully, 

pp. Slowans & Co., Ltd.- 

H.P.S. 


42. Disallowing Discount 


Dear Sir, 


Sept. 15 th. 


We have pleasure in acknowledging the receipt 

of your cheque for £ - in settlement of your A/c to 

June 30th last, but note that you have deducted 2\% as 
discount. We regret we cannot allow this. Our terms 
are 3|% for prompt cash and 2$% on monthly A/cs, and 
these terms were stated when acknowledging your order, 
ajid are printed on our invoices. This A/c is ten weeks 
old, and therefore is not subject to discount. We shall 
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be obliged if you will let us have a cheque for the balance 

(£ -), when we will send you receipt for the full amount. 

Yours faithfully, 

pp. C. Morgan & Co., 

C.T.B. 


43. Requesting Payment to reduce Debit. 

Nov. 19 th. 

Dear Sir, 

We thank you for your order for woollen goods 
(No. L821), but must point out to you that the debit 
balance on your A/c is now £219 18s. 4d., and exceeds the 
amount (£200) to which we agreed to go in giving you 
credit. We shall therefore be obliged if you will send 
us cheque to reduce your debt to us, when we shall be happy 
to give your order our immediate attention. 

Yours faithfully, 

pp. C. Morgan & Co., 

C.T.B. 


44. Requesting Payment to avoid Bankruptcy. 

Jan. lyth. 

Dear Sirs, 

I am being very much pressed just now by a large 
creditor who has suddenly called in a debt I had not 
expected to be called upon to pay for some months. This 
is causing me much embarrassment, and I shall be in 
grave difficulties unless I can raise £500. I have orders 
in hand for you worth over £ 200, and, as I know you have 
always been satisfied with my work and would view my 
having to file my petition with very great regret I venture 
to ask you if you could let me have a cheque for £100 or 
£200 on a/c of that order. 
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I am very sorry to have to make this request, but I 
hope you will see your way to obliging me. I shall regard 
it as a very great favour. 

Once this creditor is satisfied, I have no further fear 
of insolvency, as trade is good, and my other debts are 
small. 

Yours faithfully, 

C. S. Howard. 


45. Requesting Payment not due. 

March 18 th. 

Dear Sirs, 

We find that your A/c with us, due for settlement 
at the end of April, is £249 10s. As we are rather 
pressed for ready money just now, we are willing to allow 
you a special discount of 5% on this for settlement this 
week. We should be glad to hear by return if this proposal 
is acceptable to you. 

Yours faithfully, 
pp. C. Morgan & Son, 

C.T.B. 



TRADESMEN’S LETTERS 


46. To Wholesalers, opening an A/c. 

Match 1 st. 


Dear Sirs, 

I am shortly opening these premises as a High 
Class Provision Stores. I was for many years with Messrs. 

- & Co., where I handled your goods, and should like 

to open an A/c with you. 

Will you please send me your complete priced catalogue, 
and let me know what are the best terms you can offer 
me as to discounts and credit ? 

I am already known to your Mr. Anderson, and, if you 

wish to make any further inquiries, Mr. -, of Messrs. 

- & Co., and Mr. J. T. Brown, of this town, who already 

deals with you, know me very well. 

Yours faithfully, 


J. T. Morgan. 


47. To Wholesalers, enclosing Order. 

March 8 th. 

Dear Sirs, - 

I am very much obliged by your letter of the 
6 th inst., with enclosures, and thank you very much for 
vour offer of three months’ credit. 

y I enclose order, and shall be glad to have delivery at 

y I expect to do a high-class trade here, and shall always 
be glad to see your representative and to hear from you 




A 


C 


X 
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in reference to any new lines or special offers you have 
to make. 

Yours faithfully, 

J. T. Morgan. 

48. To Wholesalers, asking for special Quotation. 

Nov. 8th 

Dear Sirs, 

I shall be obliged if you will let me know what 
is the lowest price you can quote me for a good quality 

China tea for a regular order of-per month. 

Yours faithfully, 

J. T. Morgan. 


49. To Wholesalers, complaining of Delay in Delivery. 

Dec. 1st. 

Dear Sirs, 

I must protest most strongly against the delay 
in delivering my order (No. Y842) placed with you on 
Oct. 20th. I have ’phoned and wired you, but, although 
I have had plenty of promises, I am still without the goods. 
It is causing me the very greatest inconvenience, and I 
am losing trade through it every day. I must really ask 
you to let me have these goods immediately, or return 
my order. I cannot understand why you treat an old 
customer in this way. 

Yours faithfully, 

J. T. Morgan. 


50. To Wholesalers, notifying damaged Goods. 

June 8 th. 

Dear Sirs, 

The six bales of linen were deiiveied by the 
L.N.E.R. yesterday to our order (No. P84), but, on opening 

g r— 
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them, we find that four of the bales have been damaged, 
apparently before leaving the warehouse, and are quite 
unsaleable. We are returning them to you (per L.N.E.R.) 
and shall be obliged if you will replace them or let us have 
credit note for the value. 

Yours faithfully, 
pp. C. Alson & Sons, 

T. M. Smith. 



To Wholesalers, complaining of Quality of Goods 

received. 


Feb. 2nd. 


Dear Sirs, 

We have received the rugs (Order No. L491) 
but they are not in any way up to the sample on which 
we ordered, and we must decline to accept them at the 
price invoiced. We could not dispose of them in this 
neighbourhood except at a loss. We are holding them till 
we hear from you. If you care to make a substantial 
reduction in the price, we will go into the matter again, 
but, failing this, we must return the rugs. 

Yours faithfully, 
pp. H. L. Smith & Co., 

H.L.S. 


52. To a Railway Co., claiming for damaged Goods. 

March gth. 

The Superintendent, 

Goods Station, L.N.E.R. 

York. 

Dear Sir, 

I received from you yesterday six crates of china, 
for which I signed as received damaged. I have now 
examined them carefully, and enclose herewith detailed 
claim. The goods are here awaiting your inspection, and 
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I shall be glad if your representative will call at once, as 
they must be cleared. 

Yours faithfully, 

Percy Lake. 


53. To Customer, acknowledging Receipt of Order. 

April 14 th. 

Dear Sir, 

Your esteemed order of April 13th has been duly 
received, and I beg to assure you it shall have my best 
attention. I hope to despatch the goods on Friday next, 
and am sure they will give you every satisfaction. 

Thanking you very much, and trusting to be favoured 
with your further commands, 

I am, Sir, 

Yours obediently, 

H. L. Pyle. 


To Customer, acknowledging Receipt of Order 
and offering alternative Goods. 

May 10 th. 

Dear Sir, 


I thank you very much for your esteemed order 
of the 18th, but I regret I am not able to supply the dozen 
half-hose to your pattern. These are last year’s stock, 
and are no longer obtainable. I enclose however a similar 
article, which I can supply at 52/6 a dozen—slightly higher 
than the price you quote. I shall be obliged by your 
instructions about these, and meanwhile am despatching 
the rest of your order to-day by Parcels Post, and trust 
the goods will reach you in good order, and give you every 
satisfaction. 


Again thanking you, and assuring 
best attention. 


you always of 



I remain, 

Yours obediently, 

M. S. Miles. 
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55. To Customer, refusing Credit. 

May 15 th. 

Dear Madam, 

I thank you very much for your order of the 14th. 
I enclose invoice and shall be happy to dispatch the goods 
immediately on receiving remittance from you. I regret 
very much that I can only do business on a cash basis, 
but my prices give so small a margin of profit that it does 
not allow me to give credit. 

Assuring you always of my best attention, 

I am, Madam, 

Yours obediently, 

T. S. Jackson. 


56. To Customer, asking for Payment 

June 2 8 th. 

Dear Sir, 

I beg respectfully to call your attention to the 
enclosed A/c. As I have some very heavy payments to 
meet this month, I should esteem it a great favour if you 
would let me have a cheque. 

Yours respectfully, 

H. Mayers. 


(See also letters on this subject in a previous Section— 
* Letters in Reference to Accounts") 



To Customer, 


answering Complaint about 
Goods. 

July 14 th. 


Dear Madam, 

We regret very much that you should have cause 
to complain of the goods supplied by us. We are at a loss 
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to understand this, and shall be very much obliged if you 
will return them to us, carnage forward. When we have 
examined them, we will write you again. 

Yours faithfully, 
pp. A. L. Towers, Lim., 

T. H. Watts. 


58. To Customer, answering Complaint of Delay. 


Aug. 19 th. 


Dear Madam, 

I am sorry I have not been able to dispatch the 
wall-paper ordered by you on Aug. 2nd. I happen to be 
out of stock of this particular line, and, although I have 
been expecting a delivery from the manufacturers daily, 
it has not yet come to hand. I hope to be able to despatch 
any day now. 

I have in stock a very similar paper, of which I enclose 
sample. If you care to take this instead, I can despatch 
from stock immediately on hearing from you. 

I regret very much that you should have been incon¬ 
venienced by the delay. 

Yours faithfully. 


Thomas Mitchell. 


59 . To Customer, answering Complaint of Charges. 

Sept, is/ 

Dear Sir, 

I have received your letter of the 29th" ult., and 
regret very much that you should see fit to describe my 
charges as outrageous. I think this is an abuse of language. 
I have gone into the A/c again and compared the charges 
with my costs, and I am not able to agree that any item 
is over-charged. For good work these are fair and reason¬ 
able prices. 
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In regard to the three items you query in particular, 
these are all for jobs in which skilled labour was employed, 
and possibly you are not aware that good upholsterers get 
as much as 3I- and 4/- an hour. French polishing is also 
entirely a matter of skilled labour. 

In the circumstances I am not able to make any reduc¬ 
tion, and shall be glad to have your cheque in settlement 
at your early convenience. 


Yours faithfully, 

S. P. Watson. 


LETTERS DEALING WITH ORDERS, QUOTATIONS, 
REFERENCES, TRANSPORT, &c. 


00. Opening a new A/c. 

Dear Sir, 


March 6th. 


We thank you for your letter of the ist inst., 
and have pleasure in enclosing our catalogues. We shall 
be happy to execute your orders on our usual terms—2$% 
at one month, or 3$% for prompt cash, and trust this may 
be the beginning of a long and mutually profitable connec¬ 
tion between us. 

Our Mr. Allen hopes to call upon you on the 12th inst., 
and your orders, passed to him or sent to us direct, wili 
always have our immediate attention. Mr. Allen will also 
be pleased to discuss with you various suggestions in which 
we could help you in the way of window display, circulari- 
&c. We like to help our customers in every way 
possible and hope you will not hesitate to write to us 
whenever we can be of use. 


Yours faithfully, 

pp. The Universal Produce Co., Ltd., 


H. Marshall. 


61. Asking for References before opening a new A/c. 

Dear Sir, March 6th ’ 

• w e are obUged y our fetter of the 4th and note 
you wish to open a credit A/c with us. We shall be very 
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happy to offer the usual facilities; but, as this is our first 
transaction with you, may we trouble you to send us the 
customary references, so as to put the matter in order ? 

On hearing from you, we will dispatch our full catalogue, 
and hope to be favoured with your orders. 

Yours faithfully, 

pp. The London Produce Co., Ltd., 

H. Marshall. 


62. Making Inquiries about Customer who wishes to 

open A/c. 

March 8th. 


Dear Sirs, 

Mr. -, of -, has applied to us to open a 

credit A/c and given us your name. We shall take it 
as a very great favour if you would tell us, in strict con¬ 
fidence, anything you know of him and his financial 
standing. We enclose stamped envelope. 

Yours faithfully, 

pp. The London Produce Co., Ltd., 

H. Marshall. 


63. Reply 

(Private and Confidential) 


March 10 th. 


Dear Sirs, 

In reply to your letter of the 8th, I may say that 

I have known Mr. - for many years and have a high 

opinion of his character, business ability, and integrity 
I do not know what capital he has, but he is starting 
business under very favourable conditions, and I should 
certainly regard him as safe for reasonable credit. 

Yours faithfully, 

P. T. Malcolm. 
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64. Granting special Terms to Retailer. 

May 2nd. 

Dear Sir, 

We have received your letter of the 10th inst., 
and regret to hear that you have not been able to dispose 
of our goods so quickly as you anticipated. Apparently 
you have made the mistake of overstocking, and, as we 
have no doubt the goods will sell if properly displayed, 
we have decided for this time to grant you special credit. 
We will allow the March A/c to stand over to the end of 
June and allow the usual discount. 

It must be clearly understood however that this is a 
special concession to you in the belief that you have made 
a mistake, and it cannot be repeated. In future we hope 
you will be able to order more closely to your require¬ 
ments, as we do not like our customers to feel dissatisfied 
with our goods. 

Yours faithfully, 

pp. The London Produce Co., Ltd., 

H. Marshall. 


65. From Wholesalers, answering Complaint of Delay. 


Dear Sir, 


Aug. zst. 


We regret very much we have not been able to 
execute your order (No. L 481) as soon as we anticipated. 
We have had great difficulties in getting our usual supplies 
from the French shippers, but have now been advised that 
a large shipment should reach us in two days' time We 
have every confidence therefore of being able to dispatch 
the goods to you before the end of this week. 

With sincere regret for the inconvenience caused you. 

We are, Yours faithfully, 

pp. P. H. White & Co. 


T. M. White. 
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36 . From Wholesalers, answering Complaint of 

Quality# 


Dear Sir, 


Sept. 14 th. 


We have received your letter of the 12th, and are 
at a loss to understand your complaint as to the quality 
of the linen supplied to you. This is a line we have sold 
constantly for years and have received no complaints 
from other customers. It is made in our own mills, and 
the source of the raw material has not been changed. We 
think therefore you must be under a misapprehension in 
thinking the quality is inferior to previous supplies. We 
are, however, sending our Mr. H. L. White to inspect the 
goods and will write you further when we have received 
his report. 

Yours faithfully, 
pp. L. Piggott & Sons, 

B.M.P. 


67. From Wholesalers, answering Complaint, and 
refusing to accept Returned Goods. 

Sept. 4 th. 

Dear Sir, 

We have received your letter of the 2nd and have 
investigated the complaints you make. We do not think 
they are justified. The variations in quality are no more 
than is usual, and indeed unavoidable, in this class of 
goods, and the terms of your order have been fully complied 

with. . 

We regret the slight delay in delivery, but cannot admit 

that this justifies your throwing the goods upon our hands. 

We must therefore refuse to accept the goods if returned, 
and shall insist upon settlement in full in due course. 

Yours faithfully, 
pp. K. L. Moore & Son, 

P.T.L. 
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68. To Retailer, complaining of underselling Prices. 

Oct. 18 th. 

Dear Sir, 

It has been brought to our notice that you are 

selling our patent-at 9/3 each. We would call your 

attention to the fact that these are supplied on the express 
condition that they shall not be retailed at less than 10/6 
and shall be glad to hear from you that you are willing to 
conform to our conditions, or we shall be regret f ull y 
compelled to refuse to supply you. 

We would like to add that our condition is made solely 
in the interests of retailers. 

Yours faithfully, 
pp. The Utopia Co., Ltd., 

H. White (Manager). 


69. Acknowledging Request for Quotation. 


Dear Sir, 


Oct. 29 th. 


We are very much obliged for your letter of the 

28th, asking us to quote for-. As we wish to give you 

the very best price possible, we are going carefully into 
this and making special inquiries, and will write you fully 
in the course of a few days. J 

Yours faithfully, 

pp. The Crown Construction Co., Ltd., 


T. M. Rigley 


7 0 Asking for Quotation. 


J 


Dear Sirs, 

We shall be glad to have your lowest price for 
applying 5,000 booklets similar to the enclosed, twelve 


E 
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half-tone blocks, 4m. by 3m., to be made from sketches 
10th £ d ^ US * Sha11 Want deliver y certain by July 


Yours faithfully, 

pp. H. Arnold & Sons, 

P.L.S. 


71. To a Railway Company, re missing Goods. 


The Goods Manager, 
- Railway. 


Oct. 14/A. 


Dear Sir, 

Twenty crates have been invoiced from Messrs. 

- & Co., of-, and sixteen only have been delivered. 

I have taken the matter up with Messrs.- & Co., who 

inform me they delivered the twenty crates to the - 

Railway at -, and hold a receipt from the Company, 

zigned H. A. Blake. I shall be glad therefore if you will 
make inquiries for the missing four crates. 

Yours faithfully, 

H. W. Powell. 


72. To a Railway Co., asking for special Rates. 


The Superintendent, 

Goods Station, - Railway. 


April 15/A. 


Dear Sir, 

We are tendering for a very large order, which 
will entail the carriage of from twenty to thirty tons of 
periodicals from these works to London each week. Dis¬ 
patches would be made each night, and the goods must be 
collected from these works each evening about 4 o’clock. 
As we have to include cost of carriage in our tender, will 
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you please let us know what is the lowest possible rate 
you can quote for this ? 

Yours faithfully, 
pp. The Acme Printing Co., 

S. P. Allen. 


73. Advising Shipping Agents of Dispatch of Goods. 


Dear Sirs, 


June 15//1. 


We have this day dispatched to you, per L.N.E.R., 
20 crates for shipment, per S.S. Orlando, to Cape Town, 
consigned to A. L. White & Co. of that port. Please send 
bills of lading and statement of shipping charges to us 
direct. We are effecting insurance ourselves. 

We append particulars of shipment. 

Yours faithfully, 
pp. Mervyn Brothers. 


Particulars — 


A. Palmer. 



1— 5 - 
6—14. 
15—20. 


5 crates 200 pieces china . .. value £100 

9 crates 320 „ glassware . „ £>20 

6 crates 100 „ of alabaster figures „ £100 


74. Insuring Goods Shipped. 

Dear Sirs, Junt ^ tK 

Please let us have an insurance policy against all 
nsks for £420 on 20 crates shipped per s.s. Orlando from 
Southampton to Cape Town, consigned to Messrs A I 
White & Co. We append particulars. 

Yours faithfully, 
pp. Mervyn Brothers, 

A. Palmer. 


Particulars as above. 



TO BANKERS AND SOLICITORS 


75. Instructing Bank to honour Signature. 


The Manager, 
- Bank. 


Dec. 4th. 


Dear Sir, 

Please note that from this date all cheques drawn 
on our A/cs will be signed by two Directors as heretofore 
and countersigned by Mr. A. L. Johnson instead of Mr. B. 
Wright. Also all cheques payable to us will be endorsed 
by Mr. Johnson instead of by Mr. Wright. 

Yours faithfully, 

pp. The Stupendous Co., Ltd., 

H. Moss (Chairman). 


Mr. A. L. Johnson will sign here 


76. Opening a second A/c. 


The Manager, 
- Bank. 


Dec. gth. 


Dear Sir, 

I enclose cheque for £250 and shall be obliged 
if you will open a new A/c with this, to be known as the 
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" T. H. Green, No. 2 A/c.” Please send me pass book and 
book of 50 cheques to order, crossed. 

Yours faithfully, 

T. H. Green. 


77. Stopping Payment of Cheque. 

May 14/A. 

The Manager, 

- Bank. 

Dear Sir, 

Will you please stop payment of cheque No. 
A 04816, drawn by me for £560 in favour of Messre. P. 
Loomis & Co ? 

Yours faithfully, 

T. H. Green. 


78 . Paying in Cheque for Third Party. 

T , Nov. 14/A. 

I he Manager, 

- Batik. 

Dear Sir, 

.. . ] en J ,ose che ,9 ue for ^82 4s. 8d., which please credit 

to the A/c of your client, Mr. H. L. Powell, of_. 

Yours faithfully, 

T. H. Green, 


79 - Asking for Overdraft 


May 21st. 


The Manager, 

- Bank. 

Dear Sir, 

firmc 1 ha / e S6Veral Very lar S e orders in hand, all from 
finns of good repute, and one for over £3.000 from the 
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War Office. To meet immediate requirements I have to 
ask you to let me have an overdraft on my A/c up to 
£2,ooo for six months on the usual terms. I should be 
obliged if you would let me know at your earliest con¬ 
venience if you have any objection to this, or wish for any 
further particulars. 

Yours faithfully, 

T. M. S. Morton. 


80. Letter of Credit. 

The - Bank, March ist. 

Hong Kong. 

Dear Sirs, 

This letter will be presented to you by our Mr. 
S. S. Jenkins, and we shall be obliged if you will honour 
his drafts up to £1,000 and debit our A/c. 

Yours faithfully, 
pp. T. Moore & Sons^ 

P. L. Moore. 


8i. Advising Letter of Credit. 

The - Bank, March 1st. 

Hong Kong. 

Dear Sirs, 

We have to-day given our Mr. S. S. Jenkins a 
Letter of Credit authorising him to draw upon you up to 
£i,ooo. Please honour his drafts up to this amount and 
debit our A/c. We enclose a copy of the Letter of Credit 
given to Mr. Jenkins, and his signature is appended. We 
also enclose photograph of Mr. Jenkins for purposes of 
identification if required. 

Yours faithfully, 
pp. T. Moore & Sons, 

P. L. Moore. 


Mr. S. S. Jenkins will sign here 
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82. Instructing a Solicitor to prepare a Power of 


Attorney. 


Dear Sir, 


June 1st. 


As I am going abroad next month and expect 
to be away for a year, I wish to give a general Power of 
Attorney to Mr. James Watts, of 18 Mildmay Road, 
Kensington, to deal with my affairs. Will you please 
draw up the necessary document and let me know when it 
is ready for signature ? 

Yours faithfully, 


M. P. Holland. 


83. To a Solicitor, giving Notice to pay off Mortgage. 


Dear Sir, 


April 14 th. 


I shall be obliged if you will inform your clients 
that I wish to pay off the mortgage on these premises, and 
herewith give the required six months’ notice. 

Yours faithfully, 


L. C. West. 


*• *• 

84. To a Solicitor, accepting Service of Writ. 

Dear Sir, }uW ^ tK 

I have received your letter of the 14th, informing 
me that you have been instructed by Messrs. Mason I 
Co Ltd to bring an action in the High Court to recover 
£450 which they claim to be due to them 

My solicitors are Messrs. - & —L of _ who 

will accept service on my behalf. * * 

Yours faithfully, 

T. L. Whittaker. 



CIRCULAR LETTERS 
85. Enclosing new Price Lis*, 


Nov. 19 th. 

Sir or Madam, 

We beg to call your attention to the enclosed 
revised Price List. We are happy to announce that, owing 
to careful buying on a large scale, we have been able to 
effect a further reduction in many lines, and we are con¬ 
vinced that no more favourable terms are obtainable. 


We especially direct your attention to Section V (china 
and glassware), in which we are able to offer many striking 
novelties at remarkably low prices. 

We hope you will shortly pay us a visit, or, if this is not 
possible, will avail yourself of our “ Shopping by Post " 
system, full details of which will be found in the enclosed 
Price List. 

Your orders shall always receive our best attention. 


Yours faithfully. 


Morgan & White. 


86. On Opening new Premises. 

June 1st. 

Mr. H. L. Purvis begs to announce that he is 
shortly opening new and commodious premises at 44—46 

High Street, -, as a Poulterer’s and Fishmonger’s. 

The best quality goods will be supplied at moderate 
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prices, and no effort will be spared to give customers 
the utmost satisfaction. The building has been fitted up 
on the most modem hygienic principles, thus securing 
perfect cleanliness and freshness. 

The premises will be open on June 16th, when Mr. 
Purvis respectfully begs the honour of your patronage. 


87. On Extension of Premises. 

Oct. 2nd. 

Sir or Madam, 

I beg to call your attention to the opening of the 

extension of these Premises at 48 High Street,-, where 

I am starting a Fruit and Flower Department. 

In thanking you for past favours, I venture to hope 
for the continuance of your patronage and its extension 
to the new department. Best quality goods will be supplied 
at moderate prices, and every effort will be made to give 
my customers complete satisfaction. 

Assuring you that your orders shall always have mv best 
attention, J 

I beg to remain. 

Yours respectfully, 

H. L. Purvis. 


88. Announcing Sale. 

Dear Madam, “ IS( ' 

We beg to advise you that our Spring Sale will 
open on March 15th, and enclose catalogue showing a few 
of the great bargains that will be offered. 6 

Prices have been reduced in some cases bv over 50% 
SL? f departments exceptional opportunities Me 
mst d Thl btalmn i^ -class goods at prices far below 
Md ttJref gO0ds boUght for our general stock, 

miflitv n * m every Way Up t0 the h 'g h standard of 

quality on which our reputation is based. 
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We hope you will be able to pay us a visit and make 
your own selections. If you are unable to do so, however, 
we shall be happy to reserve for you any goods ordered 
from the enclosed catalogue, to be dispatched on March 
15th. Orders by post cannot be received after that date. 

As all prices have been so greatly reduced, we can only 
sel] these goods on a cash basis, and remittance in full 
must accompany orders. We pay carriage on all orders 
over £1 in value. 

Assuring you always of our best attention, and awaiting 
your commands. 

We are, Madam, 

Yours obediently, 

Watson & Peel. 


89. Offering Special Goods. 

Nov. 20 th. 


Dear Sirs, 

We have received advices of a consignment of 
dolls from our agents in Stuttgart. These are very fine 
models, superior to anything on the market at present, 
and, as we have secured the entire consignment at excep¬ 
tional prices, we are able to offer them to our customers at 
a very attractive figure. 

We enclose list, giving sizes and prices. If you would 
like to avail yourself of this offer, please let us hear from 
you by return, as our supply is limited and the models 
cannot be repeated this year. 

The consignment is now at the docks, so that immediate 
delivery can be made. 

Yours faithfully. 


Hallam & Co., Ltd. 


90. Notifying Change in Partnership. 

Jan. 5 th. 

Messrs. Noakes, White, and Allen beg to announce 
that Mr. J. Noakes has now retired from partnership, 
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and the hrm will in future be known as White and 
Allen. 


91. Ditto. 


Dear Sir, 


Jan. 5 th. 


We beg to notify you that Mr. James Noakes has 
now become a partner in this firm, which will in future be 
known as White, Allen, and Noakes. 


Yours faithfully, 

L. T. White. 
B. Allen. 


92. On Taking over Business. 

c ,, 0ct - 19**. 

Sir or Madam, 

.. r t> 1 beg T to , notif y y° u that » on the retirement of 
Mr. J. Brown, I have taken over the business conducted 
by him under the style of J. & T. Brown. 

. P r ?P°se to trade under the same title and hope to 
maintain the firm s high tradition for quality, moderate 
prices .and prompt and courteous attention. 

fnlhfi,n^ V ! w ? rked Mr- Brown for many years, I 
fully understand your requirements, and beg to assure you 

that your commands shall always have my best attention. 

Yours respectfully, 

W. Thyme 

(Manager for Messrs. J. & T. Brown for 18 years). 


93. Notifying Change of Agent. 

Dear Sirs, Nov - Ist 

Mr K L ^wi ee „/ ° n0 tify y° u that we have appointed 
air. A. L. Head, of-. our sole representative in London, 
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in place of Mr. L. P. Stone. Mr. Read hopes to have the 
pleasure of calling upon you shortly, and we trust you will 
favour him with a continuance of your inquiries and orders. 

Yours faithfully, 
Arnold & Cook. 


94. Announcing Change of Manager. 


Dear Sirs, 


Nov. 16/A. 


We beg to advise you that Mr. H. L. White 
ceased to be our General Manager on the 15th of this 
month and has no authority to act for us in any respect. 
Mr. K. L. Allen has been appointed to succeed him. 

Yours faithfully, 
pp. Brown & Sons, Ltd. 


H. L. Moore. 


95. Notice of Suspension of Payment. 

Dec. 1st. 

Sir, 

Owing to heavy losses, we find ourselves unable 
to carry on our business without grave risk, and have 
decided to suspend payment, believing this to be the best 
course to take in the interests of our creditors. 

We have placed our books in the hands of Messrs.- 

&- f who will prepare a statement of our affairs and 

convene a meeting of creditors, at which we hope to make 
proposals that will be found acceptable. 

Yours faithfully, 

Moore & Raphael. 


GLOSSARY OF BUSINESS 

TERMS 


ACCOUNTS CURRENT—State¬ 
ments of accounts rendered 
between home .firms and foreign 
firms, between whom there are 
frequent transactions, showing 
the daily balance and adding or 
deducting interest thereon. 

ACCOUNT SALES.—A state¬ 
ment rendered by a broker or 
agent to his principal, showing 
the sales effected on his behalf, 
the gross receipts, and commis¬ 
sion, less certain charges. 

ADMINISTRATOR. — Person 
appointed to administer the 
estate of a person who has died 
without leaving a will. Admin¬ 
istrator ad litem —an administra¬ 
tor for the purpose of litigation 
only. Administrator pendente 
hte —an administrator pending 
the settlement of a disputed will. 

AD VALOREM. — According 
to value. 

AFTER SIGHT.—A term used 
to indicate that the period for 
which a Bill of Exchange is 
drawn will not begin until after 

it has been presented to the 
drawee. 

ALLONGE.—a slip of paper 
pasted on a BUI of Exchange for 
continuation of endorsements 


ARTICLES OF ASSOCIA- 
TION.—These are in effect regu¬ 
lations or bye-laws made by 
the members of a limited liability 
company for the internal man¬ 
agement of the company. They 
are binding on all members and 
can only be altered by a special 
resolution of the members. 

ASSETS.—Property that can 
be realised for the payment of 
debts. 

BANK NOTE.—At one time 
bank notes were issued by all 
banks of issue, but now the 
Bank of England has almost 
a monopoly in the matter. 
They are promissory notes pay¬ 
able on demand to bearer, and 
Bank of England notes are 
legal tender in England lor sums 
over £5 except at the Bank 
of England and its branches. 
The Currency £1 and 10/- notes 
are now issued by the Bank of 
England. 

BANKRUPTCY is a condition 
of insolvency in which the 
effects of a man unable to pay 
his debts are taken over bv a 
trustee and distributed for the 
benefit of aU his creditors. The 
debtor, or a creditor for not less 
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than l$o, must file a petition in 
the Bankruptcy Court, which 
makes a receiving order and 
appoints an Official Receiver to 
act as trustee until the creditors 
meet and either confirm his 
appointment or elect another 
trustee. At any time a bank¬ 
rupt may apply to the court for 
his discharge, and, if this is 
granted, he is released from his 
debts. An undischarged bank¬ 
rupt commits a misdemeanour if 
he obtains credit for £-zo and 
upwards without disclosing the 
fact that he is an undischarged 


bankrupt. 

BILL OF EXCHANGE.—A 
bill of exchange is an uncon¬ 
ditional order in writing, 
addressed by one person to 
another, signed by the person 
giving it, requiring the person 
to whom it is addressed to pay 
on demand or at a future time 
a sum in money to, or to the 
order of. a specified person or 
bearer. The maker of the bill 
is called the drawer ; the person 
to whom it is addressed the 
drawee ; the person to whom 
the money is to be paid the payee. 
In practice the drawer and payee 
are often the same. A bill of 
exchange must be accepted by 
the drawee, and this is done 
by writing “ Accepted 1 ” across 
the face, with the date and 
the signature of the acceptor. 
Qualified Acceptance is one in 
which the acceptor takes liability 
for only a part of the sum 
stated. Dishonouring a Bill— 
failure to pay when due. Dis¬ 
counting a Bill— buying a bill 
of exchange for a less amount 
than the sum stated Retiring 
a Bill —discharging it before it 
is due. Bills of exchange must 
bear a duty stamp according to 


amount. (See Commercial Forms 
Section). 

BILL OF LADING. (B/L).— 
A contract between a shipowner 
and a shipper to convey specified 
goods to a specified destination 
on payment of freight. They 
are usually drawn up in sets 
of three, each of which bears a 
6 d. stamp, and must be signed 
by the master of the ship. They 
are then handed to the shipper. 

BOND.—A document by which 
one person or company under¬ 
takes to pay money to another. 
Governments, Town Councils, 
Railway Co.’s, &c., issue bonds. 

BONDED VAULTS AND 
WAREHOUSES. — Places where 
goods subject to duties can be 
stored. 

BOTTOMRY.—A system of 
lending money on the security of 
a ship or cargo. The loan 
cannot be recovered if the ship is 
lost. Bottom means ship. 

BROKER.—An agent who 
buys and sells for other people 
without taking possession of the 
goods. Brokerage— the remun¬ 
eration paid to a broker, usually 


. percentage. 

CAPITAL.—The sum of 
noney employed by a person 
ir company in a business or 
indertaking. The principa of 
l loan. In a Company— Share 
Zapital is the authorised capital 
lefined in the Memorandum of 
Association ; Issued Capital. 
he amount of the authorised 
apital issued to the public. 
Subscribed Capital the amount 
aken up by the public ; Called 
,p Capital, the amount deman- 
led bv the directors from the 
hareholders ; Paid-up Capt tat 
he amount received from the 
hareholders. 
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COMPANY.—A company is an 
association of persons, combined 
for purposes of profit and con¬ 
tributing to a common capital, 
divided into transferable shares. 
There must be not fewer than 
seven members. A private com¬ 
pany is one in which the shares 
are not offered for public sub¬ 
scription. A Limited Liability 
Company, (in which '* Limited " 
must be the last word of the 
title), is one in which the mem¬ 
bers cannot be held liable for any 
payment beyond the face value 
of their shares. 

CHARTER PARTY.—A docu¬ 
ment which sets forth the 
agreement between parties in 
hiring a ship for a voyage or for 
a period. It needs a 6d. Revenue 
stamp. 

CHEQUE.—A cheque is a bill 
of exchange drawn on a banker 
and payable on demand. It is 
subject to a stamp duty of 2d., 
irrespective of amount. A 
bearer cheque is one made payable 
to payee ” or bearer.” This is 
an open cheque and will be paid 
across the counter on presenta¬ 
tion at the bank on which it is 
drawn, provided always the 
drawer has sufficient funds in his 
a/c to meet it. An order cheque 
is one made payable to payee 
or order.” This will only be 
paid by the bank after being 
endorsed by the payee. A 
crossed cheque is one made 
payable to payee or order, with 
two parallel lines drawn across 
the face. The words " & Co ” 
are usually placed within the 
ones This must be endorsed 
bv the payee, and will only be 
paid by the bank through a 
banking a/c on presentation by 
another bank. If the name of 


a particular bank is added to the 
crossing, payment will only be 
made through that bank, and in 
the same way if a particular 
a/c at a particular bank is 
specified in the crossing it will 
only be paid into that a/c. A 
post-dated cheque is one in which 
the date inserted is a future one. 
It will not be paid by the bank 
before that date. A stale cheque 
isone that has not been presented 
for payment within a reasonable 
time. Most banks refuse to pay 
after six months. (See also 
Endorsement.) 

COMMISSION.—The remun¬ 
eration paid to an agent for 
carrying through a transaction 
or introducing business. Thus 
stock-brokers, estate agents, 
auctioneers, &c., are paid a 
commission for work done, 
usually in the form of a percen¬ 
tage. A commercial traveller is 
often paid a commission in the 
form of a percentage of the value 
of orders secured. 

COVER.—Money deposited as 
security against possible loss. 
Covering Note.—A document 
issued by an Insurance Co. to 
effect insurance while the policy 
is being prepared. 

CREDIT. (Cr.)—In book¬ 
keeping the Credit side of an 
a/c is the one on which receipts 
are entered. The word is also 
used to mean a sum of money 
owing to you ; the time allowed 
for payment of an a/c ; and the 

confidence felt in your ability to 
pay. 

. CREDITOR.'—One who has a 
claim foi money upon you. 

CREDIT, LETTER OF. — A 
letter given to anyone, usually a 

representative or agent going 
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abroad, addressed to a banker, 
instructing the banker to meet 
the drafts of the person nomin¬ 
ated in the letter up to a certain 
figure. A Circular Letter of 
Credit is a letter usually issued 
by a bank to its branches or 
agents in several places for the 
same purpose. 

CREDIT NOTE. — A form, 
usually printed in red ink, in 
which is given the amount of a 
reduction or rebate in an a/c 
already rendered. 

CURRENT A/C.—The a/c 
with a bank which is used for 
the ordinary business routine of 
collecting and paying a/cs. 
Interest is not usually allowed 
on a current a/c, and if the 
balance maintained is small a 
charge is made by the bank for 
working the a/c. 

CUSTOMS DUTIES—The taxes 
levied by Government on certain 
imported and exported goods. 

DAYS OF GRACE.—Extra 
time allowed for making certain 
payments. Thus 3 days are 
allowed in meeting a bill of 
exchange, 15 days in paying the 
premium of a fire insurance 
policy, and 30 days in paying 
the premium of a life insurance 
policy. 

DEBENTURES are bonds or 
written promises issued by a 
company under its seal to repay 
money lent to the company 
with interest. Mortgage Deben- 
lutes are those which are secured 
upon the assets of the Company. 

DEBIT (Dr.)—In bookkeeping 
the debit side of an a/c is the one 
on which outgoings are entered. 
It also means an amount owing, 
or debt. 

DEBTOR.—One who owes. 


DEMURRAGE. — A charge 
made for detaining railway 
trucks beyond a specified time, 
or for retaining possession of a 
hired ship after the time fixed 
by the contract. 

DEPOSIT A/C.—An a/c with 
a bank into which is paid money 
not required for immediate use. 
Interest is paid on it by the 
bank, and notice of withdrawal 
is usually required. 

DISCOUNT. — A deduction, 
usually a percentage, allowed 
from a sum due. Cash Discount 
is allowed for prompt payment. 
Trade Discount is an allowance 
by a manufacturer or a whole¬ 
saler to a retailer from catalogue 
prices and is intended to form 
the retailer’s profit. Special 
Discount is allowed for special 
circumstances, such as exception¬ 
ally large orders, or taking 
soiled or old stock. 

DIVIDEND.—Interest paid on 
investments. Also the amount 
per £ paid out to creditors from 
a bankrupt's estate or the assets 
of an insolvent company. 

DRAWBACK. — On Excise 
and Customs duties, a drawback 
is the return of duties paid—in 
Excise, when duties have been 
paid on goods that are being 
exported ; in Customs, when 
duties have been paid on impor¬ 
ted goods which are being 
exported. 

EMPLOYERS' LIABILITY.— 
The liability of an employer to 
his employes to compensate 
them for loss due to acoident 
arising from their employment. 

ENDORSEMENT. — The sig¬ 
nature of the payee on a cheque 
or bill of exchange 
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EXECUTOR (fem. EXECU¬ 
TRIX).—Person appointed by a 
will to see that its provisions are 
carried out. 

EXCISE DUTIES. — Taxes 
levied by Government on certain 
articles manufactured for home 
consumption. 

FIRST OF EXCHANGE. — 
Bills of exchange on foreign 
firms are often drawn in tripli¬ 
cate for safety. The first and 
second are forwarded by different 
mails and the third retained. If 
the first is met, the second and 
third are valueless. 

FACTOR.—A merchant who 
buys and sells on commission. 

HYPOTHECATION. — The 
pledging of goods or a ship. It 
differs from pawning in that the 
goods themselves are not given 
up. A Letter of Hypothecation 
is a printed form addressed to a 
bank authorising them to sell 
specified goods if the bill drawn 
on them is not honoured. 

INDENT.—A requisition for 
stores. Also an order for goods. 

INSCRIBED STOCK. — Com¬ 
pany or Government stock for 
which no certificates are issued. 

INSURANCE. — In theory 
insurance is the combination of 
the many to indemnify the few 
against loss. It is a contract 
made by a person with another 
person or company to pay an 
annual agreed sum of money 
(called the Premium) in return 
for an undertaking to pay a sum 
of money in certain contingen- 
cies, such as loss by fire, theft 
accident, &c., or at death, or 
after an agreed number of years. 
Insurance is divided into many 
classes, the principal being Life. 

F 
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Fire, Marine, Accident, Burglary 
and Larceny, Third Party Risks. 
The Policy is the agreement 
setting forth the contract. Si<r- 
render Value —the sum the 
company will pay on the surren¬ 
der of all claims by the policy¬ 
holder. Bonus —a gift made out 
of the profits by an insurance 
company to its policy-holders. 

INTER ALIA.—Among other 
things. 

INTEREST.—Money paid for 
the use of money, usually cal¬ 
culated at a certain rate per 
cent per annum. Simple 
Interest is charged on the sura 
lent only. Compound Interest 
is charged on the sum lent and 
on interest which has accrued 
and remains unpaid. 

INVOICE.—A form giving par¬ 
ticulars of goods which have 
been dispatched to a customer, 
with prices and charges. Pro 
Fortnd invoice—one that is sent 
before the goods have been 
dispatched, usually to indicate 
that payment in advance is 
required. 

I O.U. (contraction of " I owe 
you ”).—An acknowledgment of 
a debt. It is not a receipt and 
requires no stamp. 

JERQUER. — A Customs 
official who searches ships for 
dutiable articles and checks 
ships' papers relating to impor¬ 
ted goods. 

LEGAL TENDER.— Money 
which a creditor is legally bound 
to accept in payment of a debt. 
In England legal tender is— 
gold coins, or Currency notes, 
up to any amount; silver coin 
U P to £2 ", bronze coins up to 
one shilling (farthings up to 6d.) ; 
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Bank of England notes for any 
sum exceeding ^5. 

LIEN.—The right to posses¬ 
sion of goods pending settlement 
of a debt. 

LIMITED LIABILITY COM¬ 
PANY.—See Company. 

LIQUIDATION. — Realising 
and distributing the assets of a 
company. (See Winding-up). 

LLOYD’S.—An incorporated 
body, with offices at the Royal 
Exchange, whose members are 
engaged in insuring ships and 
cargoes. Its name comes from 
Lloyd's Coffee House, in Lom¬ 
bard Street, where marine insur¬ 
ance was begun. Its surveyors 
make periodical inspection of 
ships and classify them. Lloyd's 
Register is an alphabetical list 
of ships, published annually and 
giving their classification. 

MEMORANDUM OF ASSO¬ 
CIATION.—A document drawn 
up by the members forming a 
limited liability company and 
giving the name, address of 
offices, objects, and particulars 
of the capital. Each of the 
seven members forming the 
company must sign. 

MORTGAGE.—A deed by 
which a person assigns property 
to another as security for a sum 
of money lent. Mortgagee —the 
person to whom the property is 
assigned. Mortgagor —the per¬ 
son who assigns the property. 

ON CALL.—Money lent is 
said to be on call when it must 
be repaid on demand or at 
short notice. 

OWNER’S RISK. — Railway 
Companies convey goods at 
reduced charges at owner's 
risk, which means that they are 


not responsible for loss or 
damage except that caused by 
wilful misconduct of their ser¬ 
vants. 

PAR.—Face value. 

PATENTS.—A patent is a 
grant from the Crown of " letters 
patent ” to an inventor of some 
manner of new manufacture, 
conferring on him the sole 
rights in his invention. Patents 
last for 14 years. Fees are 
payable on application, and each 
year after the fourth year. 
Applications must be made to 
the Patent Office, Southampton 
Buildings, London, W.C. A 
Patent Agent undertakes to pre¬ 
pare and make applications, and 
must be registered. 

PARTNERSHIP.—An associa¬ 
tion of not fewer than two and 
not more than twenty persons 
for business purposes, sharing 
risks and profits. Sleeping part¬ 
ner —one who contributes capital 
to the business but takes no 
actual share in its management. 

PER PRO.—On behalf of. 
Used when signing on behalf of a 
firm or another person. 

PROBATE is the official copy 
of a will with the seal or certifi¬ 
cate of the Probate Court, 
showing that it has been duly 
proved. The grant of probate 
enables the executor to deal 
with the estate. 

PROMISSORY NOTE. — A 
document bearing a written 
promise by one person (the 
maker) to pay a stated sum of 
money to another person (the 
payee) at a fixed time. It can 
be made payable to bearer, or 
to the order of the payee, on 
demand, or at a given time after 
date. Promissory Notes are 
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given for value received, and 
must be stamped, the duty 
varying according to the amount. 
If made payable to order, they 
must be endorsed by the payee. 

QUORUM.—The minimum 
number of people who must be 
present at a meeting to allow 
business to be conducted. 

RECEIPT.—Formal acknow¬ 
ledgment that goods or money 
have been received. Receipts 
for sums of money over £2 
require a 2d. stamp. 

SHARES.—The capital of a 
company is often divided into 
Ordinary, Preference, and 
Deferred Shares. Preference 
Shares entitle the holder to 
receive a dividend from the 
profits of the company at a 
fixed rate per cent, and this must 
be paid before anything is paid 
to the holders of ordinary shares. 
With Cumulative Preference 
Shares, any arrears of dividend 
must also be paid before the 
ordinary shareholders can par¬ 
ticipate in the profits. Deferred 
shares are the exact opposite of 
preference shares, and cannot 
participate in profits until all 
other dividends have been paid. 
In the event of the distribution 
of the assets of the company, the 
same order of precedence among 
the different classes of share¬ 
holders is observed. (See also 
Stocks and Debentures.) 

SINE DIE.—Without a day 
being named—indefinitely. 

STATUTE-BARRED.—Barred 
by the Statute of Limitations 
(?•»•) 

STATUTE OF LIMITATIONS. 
—An Act of Parliament which 
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prevents legal actions being 
brought to recover debts which 
have been dormant for six 
years. 

STOCKS differ from shares 
only in that they must be fully 
paid up and can be divided. 
Shares are not always fully paid 
up and cannot be divided. 
Money lent to the Government 
at interest is called Stock 

TARE.—In railway and freight 
charges, an allowance made for 
the weight of crate, box, or 
vehicle containing the goods. 

THIRD PARTY RISKS.—In 
insurance, the risk of the policy¬ 
holder suffering loss by the act 
of a third party— i.e., other than 
the policy-holder or the com- 
pany. Thus fidelity guarantee 
policies, which insure the 
employer against loss by the 
dishonesty of his employ6, deal 
with a third-party risk. 

TRADE MARK.—A distin¬ 
guishing mark placed on goods 
for trade purposes and registered 
at the Patent Office. Registra¬ 
tion is valid for fourteen years. 

TRANSFER DAYS.—The days 
on which the Bank of England 
enters in its books the transfers 
of Goverment stock without 
charge. 

TRANSIRE.—A permit gran¬ 
ted by the Customs authorities 
for the removal of goods. 

TRUSTEE.—One to whom 
property has been conveyed or 
bequeathed to apply for the 
purposes directed by the trust. 
A trustee can be appointed by 
deed or will, by an order of th. 
Court of Chancery, and in 
bankruptcy proceedings 
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TRUSTEE INVESTMENTS.— 
Trustees are limited by Act of 
Parliament to certain classes of 
stock when investing funds in 
their charge, and these are 
known as Trustee Investments ; 
also as Gilt-Edged Securities. 

TURN-OVER.—Gross income 
of a business. 

UNDERWRITERS. — Persons 
who undertake to buy the shares, 
or a specified number of shares, 
which are not taken up by the 
public when a new issue of 
shares in a limited liability 
company is made. In shipping 
circles, underwriters are mem¬ 
bers of Lloyd's (q.v.) who under¬ 
take the insurance of ships and 
cargoes. 

UNFUNDED DEBT.—Loans 
made to the Government to be 
repaid at short notice. 

USUFRUCT.—In law. the 
temporary use and enjoyment 
of lands and tenements, or the 
right of receiving the fruits and 
profits of land, or other things, 
without having the right to 
alieuate or change the property. 

USURY.—Lending money at 
exorbitant interest. 

VENDORS’ SHARES. — The 
shares in a company which 
have been allotted to the 


owners of the business that has 
been sold to the company. 

WARRANT.—This word is 
used in a variety of ways. A 
Dividend Warrant is an authori¬ 
zation to receive money. A 
Customs Warrant is an authority 
to release goods on board ship 
A warrant may also be a 
guarantee of quality, a receipt 
for goods deposited, an order 
for arrest, and the grant of a 
commission (as in the Army). 

WATERING STOCK. — 
Increasing the capital of a 
company without increasing its 
assets. 

WAYBILL. — A document 
issued by a railway company, or 
carrier, giving particulars of 
goods being carried. 

WINDING-UP—The process 
by which a company is brought 
to an end. A petition has to be 
presented to the court which 
appoints a liquidator to realise 
the assets and pay the debts of 
the company. In a Voluntary 
Winding-up the liquidator is 
appointed by the company, and 
the court docs not intervene 
except for special reasons 

WITHOUT RESERVE.—All 
goods sold at auction without 
a minimum price being 
arc sold " without reserve. 
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MODEL LETTERS 

PARENTS’ LETTERS 
(l )—about schools, tutors, &C. 

I. To the Principal of a School, asking for Terms, &a 


48 Towers Road, 

Ealing, W.5. 


The Principal, 


School. 


March 14th. 


Dear Madam, 

I shall be very much obliged if you will send 

^ « ° r r SCh °°'' fu » Partied 

as to terms, &c. I have a daughter of twelve whom T 
wsh to send to a boarding school in the autumn ™he 
has so far been educated in the Ealing High School for 
Girls, and I think has made fair progress I Jfch w f 
pay special attention to French music anT • * 

3 »“ 33 m ZZ.I'tf}™ 

Yours faithfully, 

, • Lenore Allen. 
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a. To Ditto, acknowledging Reply. 

48 Towers Road, 

Ealing, W.5. 

The Principal, March 20 th. 

- School. 

Dear Madam, 

I thank you for your letter of the 15th, with 
prospectus. It seems very satisfactory, and I have had 
a very complimentary letter from Mrs. Ainslie, but I 
should like to bring my daughter down to see you and 
the school before making up my mind. As you were 
kind enough to suggest any Friday, we will come down 
on Friday next by the 11.17 from Paddington. 

Yours faithfully, 

' Lenore Allen. 


3. To Ditto, entering Daughter for School. 

48 Towers Road, 

Ealing, W.5. 

The Principal, April 14 th. 

- School. 

Dear Madam, 

I have now decided to send Phyllis to you in the 
aut umn . I return herewith the Entrance Form duly 
filled in, and a cheque for £5 to cover the entrance fee. 
I think, after my conversation with you, you quite under¬ 
stand my wishes about her education, and I hope you 
will find her a good pupil. You will, no doubt, let me 
know later what her requirements will be, and when the 

autumn term begins. , . 

\y e shall be abroad for the next three months, but any 

letters sent to the above address will be forwarded. 

Yours faithfully, 

Lenore Allen. 
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#• To Ditto, respecting Pupil's Complaint. 

48 Towers Road, 

Ealing, W.5. 

^ Feb. lqth. 

Dear Miss Weston, 

I have been ratlier disturbed by the letters I 
have received lately from Phyllis. She doesn't seem 
ha PPy- It is n °t that she makes any definite complaint, 
although she grumbles a little about the food not being 
to her liking, but she seems dispirited and to dislike the 
life in some way. It may be just home-sickness but 
I thought I would write to you, as there may be some 
little cause for her lack of spirits that you could easily 
remove. Is she quite happy with her companions ? Is 
the work proving too much for her ? 

I know you will forgive me troubling you on what mav 
be a small matter, but I am sure you are as anxious as we 
are that Phyllis should not be unhappy at school. 

Yours faithfully, 

Lenore Allen. 


5. To Ditto, respecting an unsatisfactory Report. 

48 Towers Road, 

Ealing, W.5. 

Dear Miss Weston, Apnl 1Aih ' 

nf Phwir 1 W j S most disappointed at receiving your report 
of Phyllis. I cannot understand it. She always seemed 
so interested m her lessons, and we had hopes of her doing 
brilliantly. I will talk to her very seriously, but I should 
be very grateful if you could throw any light uponThe 
cause of her unsatisfactory work and behaviour, ^cannot 

he p feeling that there is some influence at work n h 
that is leading her astray. r 

Yours faithfully, 
Lenore Allen. 
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6 . To Ditto, giving Notice of taking Pupil away. 


48 Towers Road, 

Ealing, W.5. 


Dear Miss Weston, 


Dec. 14th. 


, , ? , ai P sorr y to you that my husband and I 

have decided to take Phyllis away from school, and I 

therefore have to give notice that she will be leaving you 
at the end of next term. I don’t think you will be very 
much surprised, and I hope you won't regard our action 
m any way as a reflection upon you and your school, but 
Phyllis s conduct and progress seem so unsatisfactory 
that we feel we should like to have her under our own 
observation for a time, and are going to employ a private 
governess for the present. I would like to thank you for 
the kindness and attention you have always shown. 

Yours faithfully. 


Lenore Allen. 


7. To a Lady, inquiring about a School. 

48 Towers Road, 

Ealing, W.5. 

March 22nd. 

Dear Madam, 

I am thinking of sending my daughter to- 

School, and its Principal, Miss Weston, tells me that your 
daughters were in her charge and that you would answer 
any inquiries about the school. 

I should be very much obliged if you would tell me if 
you were always satisfied with the care given to your 
daughters, if the food and living conditions were quite 
satisfactory, and if your daughters made good progress 
in their studies. I am especially anxious that my daughter 
should have good tuition in French, music, and dancing. 
Are these subjects well taught ? 
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I enclose a stamped envelope and shall be very grateful 
for any information you can give me. 

Yours faithfully, 

Lenore Allen. 


8 . Reply. 


84 Marden Avenue, 

Salisbury. 


_ March 24th. 

Dear Madam, 

All my three daughters went to Miss Weston’s 
school, and I can say at once that I was always highly 
satisfied with the care taken of them and their progress. They 
were always very happy there, and their education was 
good, although they never attained very high academical 
honours. They all speak and read French well, but I 
do not know much about the music and dancing taught 
there, as all my daughters are unmusical and did not 
give much time to those subjects. 

Yours faithfully, 

Isabel Ainslie. 


9. To Headmaster, complaining of Son being Bullied, 


The Headmaster, 
- School. 


84 Pelbury Road, 
Wandsworth, S.W.18. 

March 21 st. 


Dear Sir, 

, . % f°“» Willie Pearce, has come home from 

schoo! several days lately very much distressed. His 
face was bruised, and he had evidently been knocked 
down. He will not tell me what happened on SSe 
occasions, but he is in such a nervous and frightened 

? v n ^° e n K mk he £ bein e T badl y bullied and ill-treated 

by some of the bigger boys. I suspect the ringleader o* 
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them to be Alfred Clark. My boy has been very delicate, 
and is naturally nervous and timid, and I am very much 
afraid, if this treatment goes on, his health will suffer. 

Please don't think I write in a complaining spirit, or 
that I want the boys punished, but, if you would make 
inquiries and do anything in your power to stop my lad 
being ill-treated, I should be very grateful to you. 

Yours faithfully, 

Alice Pearce. 


io. To Headmaster, asking that Son may be excused 

Sports. 

42 White Road, 
Battersea, S.W.ii. 

The Headmaster, Sept. 15 th. 

- School. 

Dear Sir, 

The doctor says my son, James Allen, is suffering 
from a strained heart, and he advises me that he ought 
not to take any strenuous exercise. I shall be obliged 
therefore if you will have him excused football and physical 
training for the next few months. 

Yours faithfully, 

T. H. Allen. 


11. To Headmaster, asking that Son might take special 

Subjects. 

14 Halma Street, 

Richmond. 

The Headmaster, May 14th. 

- School. 

Dear Sir, 

Would it be possible for my son, Thomas Fenn, 
now in the 5th Form, to have special tuition in French 
and German? I am hoping he will get through the 
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London Matriculation examination next month, and 
after that I should like him to give practically all his time 
to modem languages, as I hope to make him a journalist, 
and they would be of great value to him. I should be 
glad to hear from you if this could be arranged. He will 
also need shorthand, but I presume that does not come 
in the school curriculum. 

Yours faithfully, 

F. B. Fenn. 


12. To Headmaster, asking Advice about Son's 

Career. 


The Headtnaster, 

■ - School. 


84 The Mall, 

Highbury, N.5. 


June 15 th. 


Dear Sir, 

4 Geor S e Baile y* "U1 be leaving school at 

the end of this year, and I should be very grateful if you 

could give me any advice as to a suitable business for 

work ^ 1S T Str ° ngl .y °PP°! ed to doip g any kind of office 
work, and I cannot a fiord to train him for any of the 

professions. I am afraid I am troubling you a great deal 
T i0US t0 do the he* I can for the^y and 

tion^for whwfV°? * abk t0 SU ^ est “ °ccupa- 

knnJ h h he shown special aptitude, or might 
know of openings through which he would obtain work 

ca n n'h™me ° L 1 ShaU be ^ “ Uch ° bl ^d ^ 

a ^ ord to pay a small premium for indentures 

Yours faithfully, 

A. L. Bailey. 



THE HOME LETTER-WRITER 


13. Engaging a Music Master. 

Acacia Cottage, 

Tewkesbury. 

Oct. cst. 

Dear Sir, 

Thank you for your letter of Sept. 26th. I am 
willing to pay two guineas a quarter for weekly music 
lessons for my daughter, and the time you suggest—from 
4 to 5 on Mondays—will be quite suitable. I shall be 
glad if you will start on Monday next, and I hope you will 
find my daughter a good pupil. 

Yours sincerely, 

Isabel Brown. 


14. To a Music Master, complaining of slow Progress. 

Acacia Cottage, 

Tewkesbury. 

Nov. 19/A. 

Dear Mr. Watson, 

My daughter has been taking lessons from you 
now for two years, and I am bound to say that I am very 
much dissatisfied with her progress. Her playing seems 
to me very poor indeed. Is it that she has no talent for 
music ? Or doesn't she try to do her best ? I am afraid 
that, if she does not get on better than this, I shall not 

think it worth while to continue the lessons. 

Yours faithfully, 

Isabel Brown. 


15. Engaging a Tutor for special Coaching. 

Cedar House, 

Dorking. 

Aug. 29/A. 


left 


Dear Sir, , , . . 

I want my son, who is now sixteen and has just 
_ School, coached for the London University 
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Matriculation examination. He took it in June last, but 
failed to get through in Mathematics, which has always 
been his weak subject. He will need to do revision in all 
subjects, of course, with special attention given to Mathe¬ 
matics. Will you please let me know if you can undertake 
his coaching, what your terms would be, and what hours 
you would be able to give him ? 

Yours faithfully, 

John H. May. 


16. Thanking Tutor. 

Cedar House, 

Dorking. 

_ March i 

Dear Mr. James, 

lam very pleased to be able to tell you that mv 
boy has passed the Matriculation examination, being 
piaced m the second class. I am delighted with his success 
and wish to thank you very sincerely for the care and 
attention you gave to coaching him, and to congratulate 
you on his success. The boy seemed to like working for 

y °w*f? d 1 thmk y0U got the ver Y best out of him 8 
With very many thanks, 

Yours sincerely, 

John H. May. 





PARENTS’ LETTERS 


(*). LETTERS ABOUT CAREERS FOR SONS AND 

DAUGHTERS 


17. Inquiring how to make a Daughter a School 

Teacher. 


19 Plume Road, 

Balham, S.W.12. 


Sept. 15 th. 

Dear Mrs. White, 

I have been giving a lot of thought lately to 
Dorothy's future. She is now sixteen, and I feel it is time 
to make up our minds what she is to do to earn a living. 
She thinks she would like school-teaching, and it strikes 
me as a very good choice. As you know the profession 
so intimately, I thought perhaps you would tell me if it 
is one you would recommend for Dorothy, and what steps 
I ought to take to secure her training. I am afraid it is 
troubling you a great deal, but I know you are interested 

in Dorothy, so I hope you will forgive me. 

Yours sincerely, 

Herbert Jackson. 


x8. Reply. 

84 Tranmere Avenue, 

Tooting, S.W.17. 

Sept. 1 Sth. 

Dear Mr. Jackson, 

I am delighted to be of any assistance to you 
in finding a suitable career for Dorothy, and I may say 


THE HOME LETTER-WRITER 


at once I think she has all the qualifications for a teacher. 
She is fond of children, bright, and strong, and will probably 
have no difficulty in passing her examinations. To any 
girl fitted for it, there is really no better profession. Among 
its advantages are good pay, good holidays, short hours, 
security of tenure, and pension, and, above all, it is womanly 
work. The training need not cost you a lot of money, 
as you can obtain grants and scholarships. The profession 
is, of course, more overcrowded than it used to be, and it 


is sometimes difficult to obtain a post for some months 
after the training is completed, but, when a post is obtained, 
a teacher does not easily become unemployed. A serious 
consideration is the ban recently placed upon married 
teachers by the London County Council and other bodies. 
Girls may well hesitate to spend five years in training for 
a profession which they are compelled to give up on 
marriage two or three years later. 

As to the training, the first step is to decide whether 
Dorothy means to become a teacher in an Elementary or 
a Secondary school. As Dorothy has already matriculated, 
and has been educated at a Secondary school, she could 
qualify for work in a Secondary school, but that means 
four years at college, and then posts in Secondary schools 
are not easy to obtain. 

The steps she would have to take are these :— 

As an Elementary School Teacher .—Apply for a L.C.C. 
teaching scholarship, which would enable her to remain 
two years at school without fees, during which she could 
study for the Inter. Arts or Science exam. No teaching 
is done now before going to College. At 18 she will have 
to go to a Training College for two years, when she would 
work for the Board of Education Certificate, and, if she 
had passed the Inter, exam before entering, possibly a 
?K gr< T3' ^ 1S t coUeges, with fees, can be obtained from 

° f *? d ? C ^° n ' SchoIarshi Ps can usually be 
obtained from the L.C.C. to cover a large part of the fees 

As a Secondary School Teacher .—Dorothy would remain 
at school for two years and take either Inter. Arts or 

four n w fl ^ Ut Th 18 She W0Uld haVG t0 go to colIe S e for 
four years. Three years are given to taking the final 
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examination for a Science or Art degree, (usually an 
Honours degree), and the fourth year to obtaining the 
Teachers’ Diploma. 

The salaries are now fixed by the Burnham scales, and 
vary according to districts. Elementary school teachers 
start at about £130 and rise to about £300 a year. Second¬ 
ary school teachers get about a hundred a year more. 
Headmistresses, of course, get much bigger salaries. 

Dorothy could become an Uncertificated Teacher or a 
teacher in a private school without much further education 
or training, but she certainly ought to get her certificate. 

The best thing you can do is to see her Headmistress 
at once, and through her get in touch with the L.C.C. 
training department. 

Yours faithfully, 

Mabel White. 


19. Advising Sending a Son to Sea. 

84 Paley Road, 
Liverpool. 

Dec. 1st. 

Dear Mr. Gilbert, 

If I were in your shoes, I should certainly have 
no hesitation in letting Jack have his wish and take up 
the sea as a career. Why not ? He is a steady, robust 
lad, able to look after himself, and one who, I think you 
may be sure, will lead a roving life, whether you wish it 
or not. 

As to how it can be done, there are two ways—apprentice 
him to one of the big shipping companies, who will require 
a premium, or let him go to a training ship. The White 
Star Line take apprentices and send them on four sailing 
voyages at a cost of about £ 200. Some of the smaller 
companies no doubt will take apprentices for much less, 
but the lad may have rather a rough time. 

In your case I should send Jack to either the Conway 
training ship at Birkenhead, or the Worcester at Greenhithe. 
The first takes boys from 12 to 16, and the second boys 
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from n£ to 15. The cost is about £75 a year, and the 
course lasts for two years. 

At 17, if he has been at sea four years, he can take the 
Second Mate's certificate, at 19 the First Mate's, and at 
21 the Master’s. When he has had sufficient experience 
he should have no difficulty in getting a ship. The life, 
of course, is only suitable to certain lads, but I think 
Jack is one of them. 

Yours ever, 

Sid Bailey. 


20. Applying for a Clerkship in a Bank for 

Daughter. 

48 Whiting Lane, 

Chiswick, W.4. 

The Manager, M ay $th. 

- Bank, 

Chiswick. 

Dear Mr. Jenkins, 

Do you think you could help me in any way 
to get my daughter Elsie into your Bank ? I know you 
employ a good many girls, and I am anxious to get her 
placed as soon as possible. She is 17, was educated at 
the High School for Girls, and obtained the General Schools 
Certificate. She also knows shorthand and typing. If 

you can help me in any way, or give me any advice as to 
placing Elsie, I shall be very grateful. 

Yours faithfully, 

M. S. Taylor. 

21. Reply from Bank Manager. 

-Bank, 

Chiswick, W.4. 

Dear Mr. Taylor, May yth. 

I am afraid this is not a very propitious time for 
trying to get your daughter into the Bank.We akeady 




r 


1 
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have a long waiting list, and the Banks generally are 
decreasing their number of women employes in favour 
of men. However, I will certainly send your application 
along to Headquarters with a strong recommendation. 
She is the right age and has the necessary qualifications. 
She should be able to type 50 words a minute and write 
shorthand at 120. She would have to pass a medical 
examination and our own Entrance examination, but, as 
she has already got the General Schools Certificate, she 
will not find that difficult. The salary commences at 
£65 a year and increases by £10 a year. 

I think you would be wise to enter your daughter’s 
name for other Banks, if you can get introductions, and 
also for any of the large firms like Insurance companies, 
where the conditions of employment are very similar. 
Indeed many of the posts to be obtained in private business 
firms are much better paid than work in a Bank. 

If your daughter has learned her shorthand and typing 
at one of the well-known commercial schools, as I presume 
she has, whv not let them find her a post ? If she can add 
fluent proficiency in a foreign language to her qualifica¬ 
tions, say Spanish, she should, after a few years’ experience, 
be able to command a salary of three or four pounds a 
week. Banks are safe, and genteel, and usually comfort¬ 
able but private business gives many more opportunities. 

Yours faithfully, -• 
_ P. Jenkins. 


22. Advising on a Boy becoming an Engineer. 

242 Thorpe Park, 
Hampstead, N.W.3. 

Nov. 2 8th. 


Dear Mr. White, 

Your question, “ How can you make your son 
an engineer ? ” is so vague that it is very difficult to answer 
satisfactorily. The word "engineer" covers a wide 
range of workers. A lad can become “ engineer by 
becoming an apprentice to an engineering firm, and^can 
choose the particular branch he likes—electrical, m 
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marine, &c. He will have to serve three or five years 
at a nominal wage, and then will become a fitter or mechanic, 
able to earn, when he can obtain work, wages from £3 
to £6 a week, according to his work and experience. 
Mechanics who have been able to take up a special branch 
of delicate machinery, like printing machinery, for instance, 
often command high wages for their expert ability. Then 
there is promotion to foremen and work-managers at 
substantial salaries for the successful men, and also oppor¬ 
tunities of going abroad. 

Such engineers, of course, are workmen, and probably 
you want your son to take it up as a profession. If he 
has been to a secondary or public school, he should study 
at one of the engineering colleges attached to any of the 
Universities. In London he can make his choice from 

East London College, Engineering School. 

Imperial College of Science and Technology. 

Engineering Schools of University College, Gower 

King's College, Strand, W.C. 

Faraday College, Southampton Row, W.C. 

City and Guilds College, South Kensington. 

He will also have to spend two years or more as an 
apprentice in engineering works, either before or after his 
college training—preferably before. He will then be 
qualified for all manner of good posts in engineering and 
contracting firms in all parts of the world, but he may 
not find it easy to obtain one without influence. 

If you care to write me again a little more fully, perhaps 
1 can give you rather more detailed information. 

Yours sincerely, 

Alex. Gibson. 


23. Advising on Making a Daughter a Nurse. 

■- Hospital. 

Dear Mrs. Allen, ° cU gth ‘ 

train 9e } Vhether , U yke for you to let your daughter 
train as a nurse depends on one thing mainly—if she is 
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really attracted to the work for the work's sake. If she 
isn't, she certainly should not do it, for the work is hard 
and trying, and the monetary rewards are very inadequate. 
She would have to be physically very fit. 

How she would have to start is as a probationer at a 
Hospital, and she. should apply to the Secretary for par¬ 
ticulars. She would have to be twenty-three to enter a 
General Hospital, and twenty a Children’s Hospital. She 
would be a probationer for three years and would have 
to do a lot of hard, manual work, as well as attend lectures 
and classes. She would get a nominal salary—not more 
than £25 a year, and all found. 

After her training she would be able to take up private 
work, when her earnings would vary immensely, and might 
be £3 a week, or work in connection with a nursing institu¬ 
tion, when she would earn less, or remain at a Hospital. 
Then she would earn about £50 a year as a nurse, £100 
if she became a Sister, and £200 or more if she became a 
Matron, with all found in each case. 

Perhaps this letter sounds very discouraging, but if 
your daughter really wants to do the work it won't deter 
her. I ought to add, perhaps, that the great majority of 
girls who do train as nurses—indeed, nearly all—love the 
work. If your daughter cares to come to see me, I will 
show her round the hospital and let her see what her life 
would be like if she were on the staff. 

With kind regards, 

Yours sincerely, 

Ruth Powell. 


24. Advising on Making a Son a Journalist. 

84 Tyre Lane, 

Brixton, S.W.2. 

Nov. 20th. 


My Dear Fellowes, 

You ask me how you can set to work to make 
your son a journalist. At first I was going to send you 
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my usual reply to this question—“ Don’t 1 ” But on 
second thoughts, as I reflected that you had probably 
given the matter full consideration, I decided to add a 
few particulars. 

First, don’t think because a boy has an inclination and 
a certain facility for writing he is a bom journalist. He 
probably isn't. Many journalists don't have to write at 
all—they record what other people say, or else correct and 
alter what other people have written. Those who do 
earn their living, by writing are mostly not journalists, 
and as a rule don’t earn a living by writing at all—they've 
usually taken the precaution to find some other mode of 
livelihood, to which they add by writing. 

However, possibly you know all this, and, if you’re 
still determined to launch your boy on the perilous paths, 
the only thing to do is to find some editor who will be’ 
willing to take him on as a junior. Sometimes a lad is 
articled to an editor for a term of years at a small salary 
(which, as a rule, you have to find first in the form of a 
premium), but this is by no means essential, if you can 
find an office that will take him without. The more 
important the paper the better of course, but you won’t 
find it easy without influence. I will keep my eye open 
for you and let you know if I hear of an opening. There 
is no chance at all on the London dailies. Your only 

hope is the suburban or provincial weeklies, which would 
give a good training. 

After about three years as a junior, or at the end of his 
apprenticeship, if he developed his shorthand to verbatim 
speed, he should be able to obtain a post as a reporter 
with a salary ranging from £4 4 s. in the provinces to 
£9 9s. in London—according to the standing of the paper • 
or as a sub-eddor with a salary ranging from £5 5 s to 

^ ater may develop into a special corres¬ 
pondent, leader-writer, or editor, with a salary of anythin* 
between £250 and £5,000 a year. * y 6 

The boy should, of course, have a good general 
education, good appearance, be alert and quick. A 
knowkdge of foreign languages would be a great asset 
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In conclusion, let me get back to the warning note— 
the work is hard, if interesting, the hours irregular, night 
work frequent, and, worst of all, there is never anything 
approaching security of tenure, while a journalist’s 
career is apt to end in middle life. After that he often 
becomes a “ writer,” earning occasional guineas. 

Yours sincerely, 

Michael Woods. 


25. Advising on Emigration. 

28 The Dell, 

Harrow. 

Jan . 15 th . 

Dear Mrs. Jones, 

I am sorry you are feeling so worried about your 
boy and girl, and I shall be delighted if I can be of any 
assistance to you. 

I am afraid emigration is not the panacea for all ills 
that some people think it. There is one class of workers 
who are always wanted—men for agricultural work and 
girls for domestic work. If your son and daughter were 
fitted and willing to do this class of work, all you need do 
is to apply to the Commissioners in London for Australia, 
Canada, South Africa, or New Zealand, and they would 
make the matter easy for you. The life would be hard, 
but as your son would have some capital he could look 
forward to running his own farmstead in due course— 
and to many men that is a great attraction. Your daughter 
would find domestic work quite different from what it is 
in England. It would be hard, but she would always 
be treated as one of the family, and she would almost 
certainly marry. Possibly, however, the life of a farmer’s 

wife doesn't appeal to her. . . 

There are other ways of emigrating. Tea-planting in 
Ceylon offers opportunities to young men who have been 
well-educated and have some capital. Rubber-planting 
in Malay, coffee-growing in Kenya, fruit-growing in the 
Transvaal all offer openings, but as a rule capital is required. 
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If you have, say, £5,000 which you could spare to establish 
a home in the colonies, you might for that be able to buy 
an estate, which your son and daughter could be trained 
to run. 

If you are really thinking seriously of it, I should advise 
you to call at the London offices of the agents or com¬ 
missioners for the various colonies. You can get the 
addresses from the Directory, and you may be sure of 
receiving courteous attention. 

I think you will be wise to go thoroughly into the matter. 
Many people turn to emigration for no other reason than 
a mere sense of restlessness or vague discontent. With 
them it is anything for a change, although it is obvious 
that changes can be for the worse as well as for the better. 
On the other hand, people who might emigrate with 
advantage fail to do because of a conservative attachment 
to old ways and places and a nervous dislike of anything 
new. I think it is most probable that the colonies hold 
a much better future for your young people than the old 
country, and it is very wise and unselfish of you to be 
willing to make some sacrifice to give them the better 
opportunity. 

Yours sincerely, 
Victor Nisbbt. 




PARENTS’ LETTERS 

(3)—ADVICE AS TO CONDUCT 
Father to Son living away from Home. 

84 Payne's Avenue, 

Highbury, N.5. 

July 14//J. 

My Dear Fred, 

I was glad to hear you are pretty comfortable 
in your diggings now and are settling down to your new 
life. Your mother and I miss you very much, and no 
doubt you feel somewhat lonely at times. That is the one 
thing that makes me a little anxious about you. You 
don't like loneliness, I know, but I hope you won't let it 
lead you into amusements and pleasures that are not only 
silly, but take you among companions who may have a bad 
influence on you. 

You will think I am soon beginning to preach, but you 
don’t realize how much your mother and I have been able 
to guide you and influence you up to now. You didn’t 
know, but we did, and of course it was only because of 
our mutual love for each other that we were able to do it. 
It is that same love for you that makes me just a wee bit 
anxious now we can no longer watch over you and guide you. 

) I’m the last one to wish to deny you proper pleasure 
and fun—you know that. I hope you will soon find 
friends, and I hope you will be able to get the tennis and 
social evenings you enjoy so much. But let it be in 
moderation, in due proportion, and so as not to interfere 
with your health or work. 
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There is one guide to conduct which I am sure you 
would find a very safe one—that is, resolve netfer to do 
anything that you would not care to tell your mother 
and me about. I know you wouldn't willingly hurt us, 
and, if your conscience is strong enough to keep you to 
that resolution, I should feel perfectly at ease about you. 

Forgive me for such a serious and preachy letter. Next 
time I’ll try a lighter vein. Write to us often. Tell us 
all you are doing and what you are thinking, and be sure 
we are constantly thinking of you. 

Your mother sends her love and promises to write soon. 

Your affectionate 

Dad. 


a 7 * Father to Son, on Starting in Business. 

84 Payne’s Avenue, 

Highbury, N.5. 

Mv Dear Fred, JuHt Mh ' 

I was very pleased to get your letter. I won't 
pretend it was a surprise to me, as I have known for some 
tune that it has been in your mind to start in business 
for yourself as soon as you could. For the idea, in principle 
I have nothing but approval. A man should always 
strive to be his own master as soon as possible and the 
younger he starts the better. The one doubt is-have 
you sufficient capital ? The sum you have saved is not 
very much, but I think it is sufficient to make a star 
in a modest way But only a modest w^y For the 
first year you will be very short of money, I expect You 

S.SS.'K 52 
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The training and business experience you have had will 
have taught you how to manage it, but something more 
is wanted. Personality counts in business as in every¬ 
thing else. Try to make people like you. Try to make 
them like doing business with you, so that they will be 
pleased to come again. People will even buy inferior 
goods from a tradesman they like rather than get better 
things from one they don’t. But don’t on that account 
try to sell inferior goods. 

So, you see, my answer is—Yes. Start as soon as you 
can. I am going to do more. To show my approval 
in practical form, I will guarantee your rent for the first 
year. 

When you have worked things out a little more, wnte 
me again, and, when you have found a suitable opening, 
I should like to come down and see the premises and go 
into the matter fully with you. 

Love from your mother, and from your affectionate 

Dad. 


*8. Mother to Son, on Marrying young. 

19 Witt well Park, 

Southampton. 

Oct. 15/A. 

Dear Will; 

Your letter surprised us very much indeed, and 
your father is very much upset about it. We both of us 
think you do not appreciate the great seriousness of tn 
step you are taking. You are not quite twenty-two, and 
though there may be a lot to be said in favour of marryi {> 
young, you are doing more than that—you are marrying 

before'you can afford to keep a wife. . , 

Why be in such a hurry ? Elsie is a very nice: jpr , 

I know you are very much in love, but she will be just as 
in a ve.ar’s time. Why be so impatient ? Ay 
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isn’t long to wait, and at the end of that time you will at 
least be £1$ a year better off—perhaps more. 

And, if you marry on your present salary, £15 will be an 
enormous sum to you. You think it will be a joke being 
poor. So it may be for the first few months. After that, 
the humour will have worn off, and, believe me, you will 
find it a very severe strain on your temper and health. 
You must remember it won't be only yourself who will be 
poor—it will be Elsie as well, and she has never been used 
to it. How will you feel if she is taken ill and you are 
not able to afford proper nursing and treatment for her ? 
Or if you find she is discontented because she has to wear 
shabby clothes ? The fonder you are of Elsie, the more 
irksome poverty will be to you. 

Do, my dear boy, think all this over seriously. Put 
out of your mind, if you can, all the glamour of an immedi¬ 
ate marriage and the exquisite pleasure it will give you. 
That pleasure will be none the less in a year or more’s 
time, and much more likely to be lasting. 

Talk it over frankly with Elsie. Show her this letter, 
if you like, and ask her to write to me about it. She 
perhaps will understand better than you. 

Anyway, you know, don’t you, I wish only for the 
happiness of both of you ? 

Much love, 

Mother. 


29. Mother to Married Daughter, on Spoiling her 

Children. 

Hermit Lodge, 

Tewkesbury. 

_ Sept. 15 th. 

Dear Marion, 

I reached home at five o’clock yesterday after 
a very comfortable journey, and found all well here I 
enjoyed my visit very much, and it was a great joy to’ me 
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to see you all so well and happy, but there is one thing 
which is causing me a good deal of uneasiness, and I feel 
I must give you a word of warning. I have purposely 
waited till I returned home, as I knew you would be upset 
if I spoke about it, and might not want to see me for a day 
or two. 

I think you are shamefully spoiling your two bonny 
children. They are dear little mites, and of course you 
are very proud of them and fond of them, but all the 
same you really ought to realize that it will ruin them if 
they always have their own way. Already they are 
showing signs of becoming selfish and bad-tempered, and 
it is for no other reason than that they are never thwarted 
in any way. You really must learn to say “ No ” to them 
sometimes, when it is for their own good, and I think there 
should be some kind of punishment for their displays 
of temper. At present, they are inclined to think them 
rather fine. 

Now I know I have made you angry, but I hope you 
will think over what I have said. At least, ask yourself 
honestlv whether I am right or not. You are blessed 
with two most beautiful and delightful children. Don t, 
just for want of care and self-control now, turn the blessing 
into a burden. 

Much love from 
Mother 



LETTERS TO AND FROM CLUB SECRETARIES 
30. Applying for Membership of a Club. 

The Corner House, 

Sidcup. 

The Hon. Secretary, May <\th. 

The Pelican L.T. Club. 

Dear Sir, 

My wife and I have lately come to reside in this 
neighbourhood and would very much like to join the 
Pelican L.T. Club. I do not know any of your members, 
and shall be obliged if you will let me know if you have 
vacancies and if it is possible to dispense with the usual 
introductions, as we are strangers here. We are experi¬ 
enced players, and for several years were members of the 
Wild Green L.T. Club, Aylesbury. 

Yours faithfully, 

Percy H. Mold. 


31. Reply, refusing Application. 


The Pelican L.T. Club, 

Mead Road, 

Sidcup. 


Percy H. Mold, Esq. 
Dear Sir, 


May 6 th. 


In reply to your letter of the 4th I regret, to say 
we have no vacancies for members at present, but I shall 
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be happy to place your name and that of your wife upon 
the waiting list when you are able to comply with our 
rules governing membership. Rule VI requires that 
persons seeking membership shall be proposed and seconded 
by two members, and duly elected by the Committee, 
and by this rule the Committee are bound. 

Yours faithfully, 

(Major) H. Latter. 
{Hon. Sec.) 


32. Ref)ly, accepting Application. 

The Pelican L.T. Club, 

Mead Road, 

Sidcup. 

May 6 th. 

Percy H. Mold, Esq. 

Dear Sir, 

In reply to your letter of the 4th, I am glad to 
say we have a few vacancies for playing members. As 
you have been members of such a well-known club as 
the Wild Green, the Committee may be willing to dispense 
with the usual introductions, and I am putting your name 
and that of your wife up for election at our Committee 
meeting next week. If elected, I will duly notify you. 

Yours faithfully, 

(Major) H. Latter. 

{Hon. Sec.) 


33. To Secretary, proposing a Friend as Member. 


48 Mall Road, 

Fulham, S.W. 6. 

Oct. 1 st. 


Dear Mr. Fownes, 


I wish to propose my friend, Mrs. H. Bates,of 
18 Phyllis Avenue, Chiswick, for membership of the 


THE HOME LETTER-WRITER 

Paragon Bridge Club. Mr. H. White will second her, and 
I shall be obliged if you will put her name up for election 
at the next Committee meeting. I have known Mrs. 
Bates for many years. She is a very keen player, and, I 
am sure, will be a very popular member of the club. 

Yours faithfully, 

Henry Tally. 


34. From Secretary, informing Applicant of Election. 

Paragon Bridge Club. 

Bayswater, W.2. 

Nov. 6 th . 

Mrs. H. Bates. 

Dear Madam, 

I have to inform you that you have been duly 
elected a member of the Paragon Bridge Club. I enclose 
a copy of the rules, and beg to direct your attention to 
Rule V, which requires that the entrance fee (five guineas) 
and the first year’s subscription (three guineas) shall be 
paid before a member plays. 

Yours faithfully, 

S. T. Fownes. 

(Hon. Sec.) 


35. From Secretary, informing Applicant of Non- 

Election. 


Paragon Bridge Club. 

Bayswater, W.2. 


Mrs. H. Bates. 


Nov. 6 th 


Dear Madam 

I have to inform you that your name was duly 
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submitted to the Committee and regret to add that you 
were not successful in the election. 

Yours faithfully, 

S. T. Fovvnes. 
{Hon. Sec.) 


36. From Secretary, asking for Payment of Sub¬ 
scription. 

The Wanderers C.C. 

Maribar Hill, 

Esher. 

May 3is*. 

Dear Mr. Wilson, 

I see your subscription, due on the first of this 

month, has not been paid yet. No doubt the matter 

has escaped your notice, and I shall be glad if you will 

let me have a cheque at once. . , # „ 

Yours faithfully, 

Herbert Croal. 

(Hon. Sec.) 


37. From Secretary, repeating Request. 

The Wanderers C.C. 

Maribar Hill, 

Esher. 


Dear Mr. Wilson, 


June 20 th. 


• ’ -* 

As your subscription, due on the first of May, 
has not been paid, I must direct your attention to Rule 
XVII, by which a member whose subscription remains 
unpaid six weeks after May 1st. ceases to be a member. 
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and may be refused admission to the ground. The Com¬ 
mittee would be very sorry indeed to put this rule into 
force against you, so please let me have cheque before 
the end of this week, to spare them the necessity of taking 
any action. 

Yours faithfully, 

Herbert Croal. 

(Hon. Sec.) 


38. To Secretary, making a Complaint. 


84 Alum Avenue, 
Maidstone. 


Club. 


June 4th. 


The Hon. Secretary, 

The Alum L.T. 

Dear Sir, 

I wish to call your attention to the flagrant 

way in which the rules are broken in the Alum L.T. Club 

and to the marked discourtesy with which I and apparently 

all new members are treated by some of the older members. 

By the rules members who have finished a set are not allowed 

to begin another if other members are waiting to play. 

Yet on Saturday last four members played for nearly 

two hours continuously, without leaving the court 

although I was waiting for a game all that time. On 

Monday when I myself asked two members to join me in 

a set, they both made palpably untrue excuses. Only 

twice in a fortnight have I been asked to play. y 

Apparently I am not wanted in the Club, knd if that 

If* 0 ’ 1 sha ^ be obliged if the Committee will tell me so 

SLriStJ th r e , honest y t° return the entrance fee and 
subscription I have paid for nothing. 

Yours faithfully, 

H Amelia Ralph. 
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39. Reply. 

The Alum L.T. Club, 

The Nook, 

Maidstone. 

June 5th. 

Dear Madam, 

I regret very much that you should think you 
have been treated discourteously in the Alum L.T. Club, 
but I would point out to you that the relations between 
members is hardly a matter with which the Committee 
or officials can interfere. It is obviously impossible for 
them to dictate to members with whom they shall or shall 
not play. 

In regard to the breach of rules, I think you have not 
quite understood the rule you think has been broken. 
Players need only vacate a court when other players are 
waiting and all the courts are occupied. This was not the 
case on Saturday, I am told. Several courts were vacant, 
and it was unfortunate you were not able to form a set. 

In regard to your request for the return of your entrance 
fee and subscription, I hope you will not press this. 

Yours faithfully, 

Victor Brown. 


40. From Secretary, asking Members to sell Tickets 

for Dance. 


The Palewell Hockey Club, 

20 Wistaria Grove, 

Wimbledon, S.W.19 

Oct. 4*h. 


Dear Sir, 

I enclose six tickets for a dance to be held on 
Nov. 6th in the Assembly Rooms, Wimbledon. Th 
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Committee hope you will make every effort to dispose 
of these, as it is hoped the dance will yield a considerable 
profit to the Club, which badly needs money. 

The price of the tickets is 6/-, and I shall be happy to 
send you any more that you are able to use. 

The Blue Orchestra has been engaged, and every effort 
has- been made to make the dance a success. Rally round 
the old club 1 Come yourself and bring your friends, and 
you may be assured of a jolly evening. 

Yours faithfully, 

H. L. Thompson. 

(Dance Secretary). 


41. From Secretary, asking Member to resign. 

The Grove Constitutional Club, 

The Grove, 

N.W.6. 

_ „ Dec. Afth. 

Dear Sir, 

The Committee have now fully investigated the 
circumstances that led to the deplorable scene in the 
Club Room on Nov. 28th, and have come to the conclusion 
that, in the interests of the Club, they must ask you to 
resign your membership. 

I hope, therefore, you will let me have your resignation 
in the course of the next few days, so that the Committee 
may not have to take any further steps in the matter. 

Yours faithfully, 

J. Jones, 
(Hon. Sec.) 



LETTERS ABOUT FINANCIAL MATTERS AND 

INVESTMENTS 

42. To Bank, to open Current A/c- 

481 Tyre Lane, 
Rochester. 

The Manager, Feb. 19 th. 

- Bank. 

Dear Sir, 

It would be a great convenience to me to have 

a current A/c with the-Bank, and I should be glad 

to know if you will open one with me. I can pay in £90 
now, and about £250 a year, with a monthly balance of 
about £50. If you require references, Mr. T. H. Martin, 
who is a client of yours, will answer any inquiries about me. 

Yours faithfully, 

(Mrs.) Susan Bates. 


43. To Bank, sending Remittance. 

481 Tyre Lane, 

Rochester. 

Feb. 24 th. 

Dear Sir, 

Thank you for your letter of the 22nd. I enclose 
herewith a banker’s draft for ^92, and shall be glad if you 


The Manager, 

- Bank. 
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will open a current A/c in my name with this, and send 
me a book of 50 Bearer cheques. 

Yours faithfully, 

Susan Bates. 


44. To Bank, about Overdraft. 

92 Watton Street, 

Cardiff. 

The Manager, May 8/A. 

- Bank. 

Dear Sir, 

I was surprised to receive your note this morning 
and regret very much that I should have overdrawn my 
A/c. I hope you will oblige me by allowing the overdraft 
to stand till the end of the month, when I shall be paying 
in my usual monthly allowance. 

Yours faithfully, 

H. Mortimer. 


45. Asking Bank to make periodical Payments. 


The Manager, 
- Bank. 


382 Whitby Road, 

Southampton. 

Nov. 28/A. 


Dear Sir, 

I shall be obliged if you will pay £10 on the first 

of every month into the A/c of Rosamond Elsie White 

7"- Bank > High Street, Southampton, and debit mv 

A/c. J 

Yours faithfully. 


K. L. Robinson. 
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46. To Bank Manager, asking Advice re Invest¬ 
ments. 

291 Surrey Lane, 

Dover. 

April 14 th. 

Dear Mr. Coates, 

I have to-day paid £1,000 into my A/c, and I 
should be grateful for your advice as to the best way of 
investing this. It is the proceeds of the sale of a house, 
and I want to put half the money into a perfectly safe 
permanent investment, and with the other half I feel 
inclined to purchase some industrial shares that would 
give a higher rate of interest. Wffiat would you advise ? 

Yours faithfully, 

Rose Warner. 


47. Instructing Bank to make Investment. 


291 Surrey Lane, 
Dover. 


April 20th. 

Dear Mr. Coates, 

Very many thanks for your kind letter. I have 
carefully considered the various suggestions you make, 
and I shall be obliged if you will invest the £1,000 for me 


as follows : 

fe .00 in Sheffield Corporation Stock. 

£500 in the Magnet Ironworks Co., Ltd., 7$% Preference 

^Will vou please arrange for the dividends to be paid 
direct into my A/c, and I.shall be obliged if you wdl send 
the necessary forms for signature here, as I am not able 
to come to the bank at present ? fn : thfuUv . 


Rose Warner. 
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48. Instructing Bank to reclaim Income Tax. 

291 Surrey Lane, 
Dover. 


Feb. 24th. 

Dear Mr. Coates, 

Will you please instruct your Income Tax 
Department to recover the Income Tax deducted from 
the dividends on the £1000 Victory Bonds, which I hold 
as Trustee for my niece, Alice Mary Denton, of this address ? 
She is a minor and has no other income. 

Yours faithfully, 

Rose Warner. 


49. Asking Bank to make Inquiries. 

84 Empire Road, 

Surbiton, 

Surrey. 

The Manager, M ay 8th 

- Bank. 

Dear Sir, 

Mr. S. M. James, of 84 Pyle Lane, Kingston, 

wishes to rent a flat from me, and has given the- 

Bank,. Kingston, as reference. Will you please make 
inquiries of them for me as to his financial standing and 

a e »<r t e * S a P os j tion *° pay a rent of £120 a year ? 

11 u pressing me for an immediate decision I 

shall be glad to hear from you as soon as possible. 

Yours faithfully, 

R. V. Lake. 
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50. Instructing Bank to sell Investments. 

568 Haverstock Road, 

Birmingham. 

The Manager, Oct. 10th. 

- Bank. 

Dear Sir, 

Please instruct your broker to sell at the day’s 
market price the £300 Queensland Government Bonds 
you hold to my order, and credit my A/c. 

Yours faithfully, 

V. Russell. 


51. To Bank, asking for Circular Letter of Credit. 

48 Victory Avenue, 

Warwick. 

The Manager, Sept. 15 th. 

- Bank. 

Dear Sir, 

I am going abroad for four or five months and 
should be glad if you would let me have a Circular Letter 
of Credit for £500, so as I can obtain money when I want 
it at your agents in Paris, Nice, Mentone, Rome, Naples, 
and Cairo. There are ample funds in my current A/c 
to meet this. 

As I am leaving for Paris to-night, will you please post 
this to me, c/o your branch office in Paris, where I will 

call for it ? 

Yours faithfully, 

P. M. Roberts. 
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52. Instructing Bank to make Payments during 

Absence. 

396 Calton Square, 

S.W.5. 

The Manager, J une ^ 

- Bank. 

Dear Mr. Parker, 

I am leaving England at the end of this month, 
and expect to be away about a year. During that period 
I should be glad if you will make the following payments 
on my behalf and debit my A/c : 

To Standard Budding Society, Lombard St., E.C.i— 
interest on mortgage—£15 quarterly. 

To Sim Insurance Co., Ltd.,—premiums on household 
policies when due, as list enclosed. 

Also rates, income tax, and water rate on this house 
when demanded. * 

1 have given instructions that the demands for these 

shaH be addressed to me, c/o the bank, and I know you 

will give them prompt attention. I will let you have my 

address from time to time, in case you wish to communicate 
with me. 

Yours faithfully, 

F. Neal. 


53 * To Bank, stopping Payment of Cheque. 


The Manager, 

■ - Bank. 


291 Surrey Lane, 
Dover. 


August 14 th. 


Dear Sir, 

Tf ™ To-day I gave a cheque for £10 to a Mr. V. Brown 
It was made payable to " V. Brown ” and was a Bea^r 
cheque. It was a charitable contribution, but I have 


THE HOME LETTER-WRITER 

since learned that the man is most undeserving, so if the 
cheque has not been already presented will you please 
refuse payment and refer the man to me ? The No. is 
P.84258. 

Yours faithfully. 

Rose Warner. 


54. Instructing a Solicitor to collect an A/c. 

281 Sayers Road, 

Salisbury. 

June 1 8th. 

Dear Sir, 

Nine months ago I sold a motor car to Mr. Victor 
Payne, of 498 Elm Grove, Winchester. He paid £50 
and undertook to pay the balance of £100 by monthly 
instalments of £10. I enclose his letter in which he agreed 
to this arrangement. I gave him possession of the car 
on payment of the £50, but have not received another 
penny from him. I have written him repeatedly, but 
as he either ignores my letters or makes excuses for not 
paying, I must put the matter in your hands. Possibly 
a letter from you will bring him to his senses, but, if not, 
please take whatever steps are necessary. I believe he 
is well able to pay. He lives in a good house. 

Yours faithfully, 

V. B. Powell. 


55. Instructing a Solicitor to settle an A/c. 

8 The Square, 

Kensington, W.8. 

Sept. 18th. 

Dear Sir, 

I have received the enclosed bill from my dress¬ 
maker for £27 8s. 6d. I consider this a most outrageous 
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charge and have refused to pay. She is now threatening 
to sue me, and I have referred her to you. 

The items for £11 ns. and £g 9s. for gowns ought not to 
be a penny more than £6 6s. each. 

The jumper charged at £3 3s. I returned and have 
never had. She says it was soiled and had been worn, 
which is untrue. Anyway, she has the jumper—I 
haven’t. 

The repair to fur coat charged at £2 12s. 6d. is another 
imposition. £1 is the most I should expect to pay for this. 

I am willing to pay £15, to settle the A/c, but I don’t, 
of course, want ail the trouble of fighting it in the County 
Court. Will you please see for what figure you can settle 
the matter, and, if she is obdurate, advise me what I had 
better do ? 

Yours faithfully, 

Mary Vine. 


56. To Solicitor, re Mortgage on House. 


Malvern House, 

Maidstone. 


Dear Sir, 


July nth. 


I have urgent need of £300, and, as I know you 
frequently have clients who wish to invest money, I am 
writing to ask if you know of anyone who would be willing 
to advance that sum on mortgage on this house. I have 
a lease from the Malvern Estates Trust which has 80 years 
to run, and there is no mortgage on the house at present. 

S?,riTv U V>? f° Ut T 50 that “ Provides ample 
security The house has been built twelve years, and is 

in excellent condition in every respect. 

Yours faithfully, 

M. S. Rudd. 
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57 * Asking a Solicitor to advance Money on • 

Legacy. 

248 Tiverton Avenue, 

Cromer. 

Oct. 27/A. 

Dear Sir, 

In reference to your letter of Aug. 2nd, in whicn 
you informed me of the legacy left to me by my aunt, the 
late Miss Alice Hall, I should be glad if you would let me 
know when I am likely to receive this. I am very badly 
in need of money just now, and, if it is likely to be some 
time before the matter can be settled, is it possible for you 
to advance me £250 on account of my legacy ? It is now 
three months since my aunt died. 

Yours faithfully, 

Henry Burns. 


58. Asking a Solicitor to advise about Claim for 

Damages. 

The Bungalow, 

Sidmouth. 

Aug. 15/A. 

Dear Sir, 

I enclose a letter I have received from a Mr. 
Henry Bates of London. You will see he is claiming 
£200 damages for injuries he received and the consequent 
loss he says he has sustained by a tile falling from my 
roof on to his head. Certainly the tile did fall on his head, 
and cut the scalp slightly. As far as I know, that is the 
only injury he suffered, but you see he says he has been 
incapacitated for four months and claims for loss of wages 

for that period. . , 

The tile was dislodged in a very strong gale of wind, 
and, as far as I can see. there is no evidence of negligence 
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on my part. It has come upon me as a shock that I can 
be liable to a claim of this sort, and it is a very serious 
matter for me, as I have no insurance policy that covers it. 

I should be glad if you would let me know what reply 
to make to this letter, and what is the best course for me 
to take. 

Yours faithfully, 

T. P. Smith. 


59. To a Building Society, applying for Shares. 


The Nook, 

Westerham. 


The Manager, 

The - Building Society. 

Dear Sir, 


May 5 th. 


• tu 1 shouId . like to take U P two Investing Shares 

m The —-Building Society, with a view to purchasing 

a house later. I shall be glad if you will send me a copy 
of your rules and an application form for shares. 

Yours faithfully. 


Violet Penrose. 


60. To a Building Socic-cy, applying for Mortgage. 


The Manager, 
The - 


Building Society. 


The Nook, 
Westerham. 

Dec. 19 th, 


Dear Sir, 

. 1 arn \ shareholder in your Society and now wish 
to purchase a house. The one I have in view is a new 

Fair End ." just built on the- 

Estate, near Westerham, and the price is £600. My shares 
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in your Society are worth {/zoo, and I should be glad to 
know if you would be willing to advance the balance of 
£400, to be repaid in 10 years. The bungalow can be 
inspected by your surveyor at any time, and I should be 
glad of an early reply. 

Yours faithfully, 

Violet Penrose. 


61. To a Building Society, asking Terms to pay off 

Mortgage. 


The Manager, 
The - 


“ Fair End,” 

Westerham. 

May 16th. 

- Building Society. 

Dear Sir. 

I should now like to pay off the balance of the 
Mortgage on this house in a lump sum, so as to be done 
with the trouble of the monthly payments. Will you 
please let me know if the Society will agree to this, and, 
if so, what is the exact sum payable to the Society 
terminate the matter ? I understand a commission of 
2 i% on the balance outstanding is charged. 

5/0 Yours faithfully, 


62. To a Building Society, withdrawing Money 

invested. 


The Manager, 
The - 


84 Cider Road, 
Bromley. 

Oct. gth. 


Building Society. 


Dear Sir, , . , . , 

I beg to give seven days’ notice* as required by 

Rule XXV., that I wish to withdraw the money pai o 
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my shares in your Society. I enclose my book, which 
shows £69 18s. 7d. to my credit, and I shall be glad to have 
cheque for this amount, and any interest that is due to me. 

Yours faithfully, 

Richard S. Bateson. 


63. To the Secretary of a Company, enclosing Form 

of Proxy. 

Moore House, 

COBIIAM. 

The Secretary, June 5 th. 

The Alkaline Products Co., Ltd. 

Dear Sir, 

I am sorry I shall not be able to attend the 
Extraordinary General Meeting of the Company, summoned 
for June 14th, but I hope the Directors’ proposals will 
be carried, and I enclose herewith Form of Proxy duly 
filled in. y y 

Yours faithfully, 

Mary S. Swayne. 


64. To a Guardian, asking for increased Allowance. 

82 Water Lane, 

Folkestone. 

Dear Mr. Blake, S ‘ P ‘' I5 ' At 

I hope you will not be very cross with me if I 
write once again to ask that my allowance should be 
increased I really cannot keep within my present income. 
1 do not think I am extravagant, but I think I am entitled 
to live m the style to which I have always been used, and 
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I cannot do it on the sum you allow me. If you will 
increase my allowance by £100 a year, I shall be perfectly 
satisfied. If you wish I will send you an account of my 
expenses this year up to now, so that you may see that 
my request is not unreasonable. 

Yours sincerely, 

Vincent Bennett. 


65. To a Guardian, asking him to pay Debts. 

Lucas Mansions, 

Bayswater, W.2. 

June 19 th. 

Dear Mr. Taylor, 

I have a shocking confession to make. I don't 
know what-you will think of me, and I wouldn't tell you, 
if I could possibly help it. But I can't. 

I’m in debt. I know that won’t surprise you very 
much, but this time it is serious. When my last quarterly 
allowance came, I tried to pay up as many of my debts 
as I could, and I did pay most of them—all except a few 

little ones, and one big one. That was Madame -'s, 

my dressmaker. She has always let the account run on, 
and I pay her something every quarter, but just because 
this time I couldn’t, she has turned nasty. It is now 
£268, and she says she must have a settlement at once, 
or she must take proceedings. Horrid cat I The worst 

of it is that my friend, Lady-, introduced me to her 

and I should hate her to know that I have let her down. 

Dear Guardy, won't you help me this once ? Be a 
dear and pay this debt for me out of the money that 
must come to me one day—you can, can’t you ?—and I 
promise most faithfully never to spend a penny more than 
my allowance again. 

Yours very sincerely and contritely, 

Violet Hallam. 
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66 . To a Guardian, on Contemplating Marriage. 

48 The Drive, 

Deal. 

Sept. 2nd. 

Dear Mr. Young, 

Will you please tell me exactly how I shall stand 
in regard to money affairs in the event of my getting 
married ? No, I am not going to do so at present, and 
anyway I know I must consult you first, and there must 
be arrangements about settlements and things. I don't 
mind confessing that there is someone who I know is going 
to ask me, and that has made me anxious to know how 
ray money affairs would stand. 

I know I can’t touch my capital till I am twenty-five, 
but, if I married before then, what would happen ? Would 
the money all come to me when I am twenty-five ? Would 
ray husband be able to claim any of it ? Could I make 
any settlement on my husband now so as he had the money 
when I was twenty-five ? Would my allowance still be 
£300 a year or would it be increased on my marriage ? 
Could I have any money, say, to buy a house with ? 

I am afraid I am a shocking trouble to you with all these 
questions, but if you will explain matters to me I shall be 
very grateful. Meanwhile don’t be alarmed—I’m not 
going to do anything rash \ 

Yours sincerely. 

Rose Bellamy. 


1 


LETTERS ABOUT INSURANCE 


67. Making Inquiries about Endowment Policy. 


The 


4 Whitewing Lane, 

Deal. 


Insurance Co., Ltd. 


Feb , 2 8 th. 


Dear Sirs, 

I wish to take out an Endowment Policy which 
will e ns ure my receiving about £100 a year for four years 
during my son’s school years. He is now three years of 
age, and I should like the endowment to become payable 
when he is twelve. I shall be glad if you will send me full 
particulars of these policies, with application form, &c. 

Yours faithfully, 

P. L. Haynes. 


68. Making a Claim under a Burglary Policy. 

99 Friar’s Avenue, 

Westbury. 

Nov. 19 th. 

The - Insurance Co., Ltd. 

Dear Sirs, 

Th i s house was entered by burglars last night 
who carried off a number of silver articles and jewellery. 
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I have made out a list of the missing articles, as far as I 
have been able to ascertain them at present, and enclose 
it herewith. 

As I am insured with you against loss by burglary and 
larceny (Policy No. 84591), I beg to claim for the value 
of the articles stolen. 

I have informed the police, who have been and are 
pursuing inquiries. 

Yours faithfully, 

Peter Dane. 


69. Reporting Accident and making Claim under 

Motoring Policy. 


The 


482 Winding Lane, 

Peckham, S.E.15 


Insurance Co., Ltd. 


June 19 th. 


Dear Sirs, 

I have to report that I met with an accident while 

motoring this morning, having the misfortune to knock 

down a lady. The lady did not appear very much hurt, 

but I beg to notify you that, in the event of any claim 

being made upon me, I must claim on you under mv Dolicv 
No. 4889. J r y, 

The lady's name and address are- - 

The car was not damaged. The accident occurred on the 

Kingston by-pass road, and I afterwards took the lady to 
her home. 

I will let you know directly, if I hear anything more of 
the matter. 

Yours faithfully, 


Henry Parry. 
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70. Asking for Premium of Life Policy to be paid 

out of Surrender Value. 

84 None Park, 

Bristol. 

Oct 15/A. 

The - Life Insurance Co., Ltd. 

Dear Sirs, 

I have received your notice that the premium on 
my life policy (No. 889456) is due. I regret to say, however, 
that I am not able to pay this at present, as I am out of 
employment. I shall be obliged therefore if you will pay 
this premium out of the surrender value, in accordance 
with the terms of the policy. I hope to be able to repay 
the amount later. 

Yours faithfully, 

Horace Bean. 


71. Inquiring about the Surrender Value of a Policy. 

48 Maiden Lane, 

Portsmouth. 

Sept. 19 th. 

The - Insurance Co., Ltd. 

Dear Sirs, 

Will you please let me know what is the surrender 

value of my Life Policy for £400, No. 94828 ? 

I shall also be glad if you would tell me what is the 
largest amount you would lend me on this policy, if I 
decide not to surrender it. 


Yours faithfully, 

Mabel Cook. 
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72 . Claiming Payment under Life Policy. 


The 


9 Hilary Avenue, 

Maida Vale, W.9. 


Insurance Co., Ltd. 


Feb. 18 th. 


Dear Sirs, 

t J- hav * *° inform y°u that my husband, Thomas 
James Moss, died on Friday last. He was insured with 
you under two Policies for £250 and £400, Nos. 84986 and 
° 9459 * t am appomted sole executor and legatee by his 
will. I enclose death certificate, and hope you will let 
me have prompt settlement. 

Yours faithfully, 

Susan Moss. 



LETTERS ABOUT HOLIDAYS AND TRAVEL 


73* To Estate Agent, inquiring for House. 

84 The Ride, 

Hornsey, N.8. 

June 1st. 

Dear Sir, 

I want to rent a furnished house for the month 
of September and shall be obliged if you will send me 
particulars of any that you have on your books. 

I want three or four bedrooms, and the house must be 
within easy reach of the sea. 

Yours faithfully, 

P. T. White. 


74. To Town Clerk, asking for Information about 

Watering-Place 

282 Meads Lane, 

Sydenham, S.E.26 

May 2 8 th. 

The Town Clerk. 


Dear Sir, 

I want to find furnished apartments or a house 

j n __for my family in August, and I shall be very 

much obliged if you will give me the names of any estate 
agents or other people to whom I could apply for them. 
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I enclose stamp. If your Council issue an Official 

Guide to-I shall be very pleased to have it. 

With many apologies for troubling you, 

I remain. 

Yours faithfully, 

Hugh Selden. 


75. Booking Apartments. 


481 Bourne Avenue, 

Birmingham. 


Dear Madam, 


June 16 th. 


Thank you for your letter of the 15th, offering 
me two double bedrooms and a sitting-room, with atten¬ 
dance, at £4 a week inclusive, for four weeks from August 
20th. b 

I am happy to accept this, and shall be obliged if you 
will reserve the rooms for me. I enclose a deposit of /i 
We shall probably arrive about four o’clock on August 
20th, but I will write you again later. 


Yours faithfully, 


Mabel Butler. 


76. Asking a Friend to look for Apartments. 

99 Mill Lane, 

Basingstoke. 

Dear Mrs. Allen, June 2&tK 

are thi ?kmg of spending our holidays this 
year m Torquay, and I am wondering if I might tresnass 

Z^ U L km ’ inC il 50 mUCh “ t0 y°u to oSainTpa^ 

ments for us. If you can possibly spare the time, I should 
be ever so much obliged to you. 1Q 
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We want to come for a fortnight from August 17th, 
and there will be five of us, so we should want two double 
bedrooms, a single bedroom, and a sitting-room with 
attendance. We should like to be near the sea, if possible, 
and we usually pay about 25/- or 30/- per room a week. 

I hope you have been keeping well, and that if we come 
to Torquay we shall be able to see something of you. 

With kindest regards. 

Yours sincerely, 
Violet Belton. 


/?. Asking a Friend to recommend a Boarding 

House. 


275 Tamar Hill, 

Winchester. 


Sept. 19/A. 

Dear Miss Lewis, 

We are thinking of going to Bournemouth for 
a few weeks in October, and, as I know you often stay 
there, I thought perhaps you could recommend a boarding¬ 
house. Dick and I and Daisy are going. We prefer to 
be near the West Cliff and don't want anything expensive 
or fashionable. But you know our tastes by now. 

Kindest regards. 

Yours sincerely, 

Alice Roberts. 


78. Reply. 


14 Alton Avenue, 

Southampton. 


Sept. 2 is/. 


Dear Mrs. Roberts, 

I have stayed at several boarding houses in 
Bournemouth, and I think the one that would suit you 
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best is the-,-Road. It is very comfort¬ 

able, and the table is very good indeed, but there are no 
amusements in the house as there are in the larger ones. 
The tariff is about 4 guineas a week, according to the 

bedroom. A larger and jollier house is the -, 

--- Avenue, and the charges are about the same. 

I think you would prefer the first, and, if you mention 
my name to Mrs. Wheeler, I am sure you will be made 
comfortable. 

I hope you have a very nice holiday. 

Yours sincerely, 

Rose Lewis. 


79. Booking Seats in a Train. 


481 William Road, 

Hornsey, N.8. 


The Stationmaster, 

G.W.R. 

Paddington Station, W. 2 


Aug. 6/A. 


Dear Sir, 

... , . 1 shaU b ? obliged if you will reserve for me three 
third class seats in the 10.0 a.m. train from Paddington 
to Bude on Friday, August 9th. I enclose P.O. for 6/- 
m payment of booking fee. 

Yours faithfully. 


T. H. Nelson. 


80. Ditto. 

The Stationmaster, 

Southern Railway, 

Waterloo Station, S.E.i 

Dear Sir, 

fNo ^bt tourist tickets for Ilfracombe 

(No. 8412—8419), and shall be obliged if you will reserve 
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for me a third-class corridor compartment on the 10.45 
train from Waterloo. I enclose P.O. for 5/-. 

Yours faithfully, 

T. H. Nelson. 


81. Booking Passage by Steamer. 



The Star Navigation Co. 


Wilmer Crescent, 

W.4. 

June 5 th. 


Dear Sirs, 

I want to book two first-class passages to New 
York, and should be obliged if you would let me know 
what accommodation you have available on the A ready 
sailing from Southampton on the 14th inst. If the A ready 
is already booked up, please let me know what is the 
first ship by which you could book us, and the date it 

sails* 

Yours faithfully, 

V. James. 


82. Booking a Room in an Hotel. 

Tile- Hotel, 


Harrogate. 

The Manager, 0cL J 9 th ' 

- Hotel, 

York. 

Dear Sir, 

I shall be in York on Wednesday the 21st inst., 
and shall be obliged if you will reserve a bedroom for 
me One on the third or fourth floor will suit me very 

weU * Yours faithfully, 

H. L. Mackenzie. 
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83. To a Railway Co., notifying Loss of Luggage. 


The 

* 

The Stationmaster, 

G.W.R., 

Bath. 

Dear Sir, 

I beg to notify you that my trunk went astray 
on the journey from London yesterday. I travelled down 
from Paddington by the 3.18 train and saw the trunk 
labelled and put in the train, but on arrival at Bath it was 
not to be found. It is a black leather trunk, bearing mv 
initials in white. 

I shall be glad if you will make immediate efforts to trace 
and recover it, as its loss is putting me to grave incon¬ 
venience. 

Yours faithfully, 

(Mrs.) Isabel Holmes. 


Hotel, 

Bath. 

May qth. 


84. To a Railway Co., claiming for Lost luggage 


The Superintendent, 
G.W.R., 

Paddington, W.% 
Dear Sir, 


18 Weston Road, 
Molesey. 

Aug. 14/A. 


As apparently you are unable to trace my trunk 
which was lost on the journey from Paddington to Bath 
by the 3.18 tram on May 8th last, I must claim on the 
Company for the value of the goods lost. 

I enclose a list of the articles the trunk contained, with 

hr V S f e Vr r Wlng a , of ^ l8s - I shall be 
obbged if the Company will let me have a cheque for this 

amount without further delay. ’ 

Yours faithfully, 

(Mrs.) Isabel Holmes. 
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85. To a Railway Co., claiming Refund on unused 

Ticket. 

48 Pavement, 

Harrow. 

The Superintendent, Sept. 19 th. 

G.W.R., 

Paddington, W .2 
Dear Sir, 

On September 1st I took a third-class return 
ticket from Paddington to Bristol. I have not, however, 
been able to use the return half, as I was called from 
Bristol to Manchester and returned to London from there. 
I enclose the unused half, and hope the Company will 
consent to refund to me the difference between a single 
and a return ticket from Paddington to Bristol. 

Yours faithfully, 

H. L. Venables. 


66 . To a Railway Co., claiming for Expenses incurred 

through Lost Connection. 

84 Moore Road, 
Dorchester. 

The Superintendent, J une 

Southern Railway, 

Victoria, S.JV.I 

Dear Sir, 

On June 16th I travelled by the 8.18 p.m. from 
Brighton to Portsmouth, which is shown in your time¬ 
tables as connecting with the last boat to the Isle of Wight. 
Owing to your train being forty-five minutes late, however 
the boat had left when I reached Portsmouth, and I had 

to sDend the night in an hotel. 

I enclose hotel bill and shall be glad to have a cheque 
from the Company to reimburse me for the expense incurred 

through their negligence. ^ faithfuUy _ 

Thos. S. Waite. 


FOREIGN PHRASES AND THEIR 

MEANING 


Ab initio (L.), from the beginning, 
a compte (Fr.), on account; in part 
payment. 

ad infinitum (L.), to infinity, 
ad lib. (L.), at pleasure, 
ad nauseam (L.), to disgust, 
ad valorem (L.), according to 
value. 

affaire d'amour (Fr.), love affair, 
affaire d'honneur (Fr.), affair of 
honour. 

affaire de coeur (Fr.), affair of the 
heart. 

a fortiori (L.), with stronger reason. 

® ,* a , . m °de (Fr.), according to 
fashion. 

alias (L.), otherwise, 
alibi (L.), being elsewhere, 
al fresco (It.), in the open air. 

Alma Mater (L.), a benign mother : 

popularly—one's university, 
alter ego (L.), another self, 
amende honorable (Fr.), an apology, 
annus mirabilis (L.), the wonderful 
year. 

4 outrance (Fr.), to the utmost, 
a priori (LJ, by deduction, 
a prdpos (Fr.), to the point, 
aqua vital (L.), water of life; 
brandy. * 

arrive pens6e (Fr.), afterthought, 
au courant (Fr.), weU acquainted 
with. 

au fait (Fr.), well instructed, 
au fond (Fr.), at the bottom. 

au revoir (Fr.), farewell till we meet 
again. 

auto da fe (Port.), an act of Faith: 
the burning of Jews and 
heretics. 


au troisiime (Fr.), on the third 
floor. 

aux armes (Fr.), to arms. 

4 volont6 (Fr.), at will. 

4 votre sant6 (Fr.), to your health. 

Beaux yeux (Fr.), handsome eyes; 
good looks. 

bfctc noir (Fr), a bugbear. 

billet doux (Fr.), love letter. 

bis dat qui cito dat (L.), he gi-'es 
twice who gives quickly. 

blast (Fr.), surfeited. 

bonne bouche (Fr.), a delicate 
morsel. 

bon ton (Fr.), the height of fashion. 




v-ap-i-yu: jrr.;, irom head tc 
casus belli (L.), cause of war. 
ce n est que le premier pas qui 
coflte (Fr.), it is only the first 
step that is difficult, 
chef-d’muvre (Fr.), masterpiece, 
ci-devant (Fr.), former, 
chacun 4 son go At (Fr.), every one 
to his taste. 

comme il faut (Fr.), as it should be. 
compos menus (L.), sound mind, 
compte rendu (Fr.), account ren- 
aered. 

con amore (It.), with pleasure. 

^chrfst 0 ^ 514 (L) * Bod y oi 

coulem de rose (Fr.), rose-colour. 

coup d^tat (Fr.), a sudden stroke 
of policy. 

“sSoke. gr&Ce (Fr ) ’ ^ Ashing 
coup de main (Fr.), a bold effort 
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coup de theatre (Fr.), theatrical 
effect. 

cui bono ? (L.), to whose benefit ? 
cum grano salis (L.), with a grain of 
salt. 


Da capo (It.), from the beginning, 
de die in diem (L.), from day to day. 
de facto (L.), from the fact. 

Dei gratia (L.), by the grace of God. 
de jure (L.), from the law ; by right, 
de novo (L.), anew. 

Deo volente (D.V.) (L.), God willing, 
de profundis (L.), from the depths, 
de trop (Fr.), too much; not wanted, 
dies iraj (L.), the day of wrath, 
dies non (L.)» a day when judges do 
not sit. 

dolce far niente (It.), sweet idleness, 
double entendre (Fr.), double mean¬ 
ing. 

dramatis persona (L.), characters 
in a drama. 

dum spiro spero (L.), while I 
breathe I hope. 

Ecce Homo (L.), behold the Man. 
en deshabille (Fr.), in undress, 
en familie (Fr.), in a domestic state, 
en passant (Fr.), in passing, 
en route (Fr.), on the way. 
entre nous (Fr.), between ourselves, 
esprit de corps (Fr.), spirit of 
brotherhood. 

et hoc genus ornne (L.), and every¬ 
thing of the kind. 

et sequentes (et seq.) (L.), and those 
that follow. 

ex cathedr& (L.), with authority, 
ex officio (L.l, by virtue of his office, 
ex parte (L.), on one P^ 1 : „ 

extra muros (L.), beyond the walls. 

Facile princeps (L.l, easily at the top. 
fait accompli (Fr.), a thing already 
accomplished. 

faux pas (Fr.), a false step, 
felo de se (L.), a suicide, 
femme de chambre (Fr.), a cham¬ 
bermaid. ., .. - 

ffite cbampMre (Fr.), a rural festival, 
feu de joie (Fr.), a firing of guns in 
token cf joy. 

Fidei defensor (F.D.) (L.), defender 
fidus Achates (L.), a faithful fnend. 


flagrante delicto (L-), in the act. 
for titer in re (L.), with firmness in 
action. 


Genius loci (L.), the genius of the 
place. 

gloria in excelsis (L.), glory to God 
in the highest. 

guerre a outrance (Fr.), war to the 
uttermost. 


Hie jacet (L.), here lies, 
hinc illas lacrim® (L.), hence these 
tears. 

honi soit qui mal y pense (Fr.), evil 
be to him who evil thinks, 
hors de combat (Fr.), out of con¬ 
dition to fight. 

hdtel de ville (Fr.), a town hall. 


Ich dien (G.), I serve, 
id est (i.e.) (L.), that is. 
ignis fatuus (L.), a deceiving light, 
in capite (L.), in chief, 
index expurgatorius (L.), an ex¬ 
purgated index, 
in extenso (L.) f at full length, 
in extremis (L.), at the point of 
death. 

in forma pauperis (L.), as a poor 
person. 

in hoc signo vinces (L.), in this 
sign thou shalt conquer, 
in loco (L.), in the place, 
in loco parentis (L.), in the place of 
parents. 

in medias res (L.), in the midst of 
things. 

in meinoriam (L.), in memory, 
in propria persona (L.), in one’s 
own person. 

in puris naturalibus (L.), naked, 
in re (L.), in the matter of. 
in situ (L.), in its original situation, 
in statu quo (L.), in its former state, 
inter alia (L.), among other things, 
inter nos (L.), between ourselves, 
in toto (L.), entirely, 
intra muros (L.), within the walls, 
in vino veritas (L.), there is truth 
in wine. 

ipse dixit (L.), he himself said it. 
ipsissima verba (L.), the very words, 
ipso facto (L.), in the fact itself, 
ipso jure (L.), by the law itself. 
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Je ne sais quoi (Fr.), I know not 
what. 

jeu d’esprit (Fr.L a witticism, 
juste milieu (Fr.), the golden mean. 

Labor omnia vincit (L.), labour 
conquers all. 

laborare est orare (L.), work is 
prayer. 

laissez faire (Fr.), let alone, 
lapsus lingua (L.), a slip of the 
tongue. 

lares et penates (L), household gods, 
laus Deo (L.), praise to God. 
le beau monde (Fr.), the fashionable 
world. 

le grand monarque (Fr.), the grand 
monarch, Louis XIV. 
le Roi le veut (Fr.l, the King wills it. 
lfese majesty (Fr.), high treason, 
le tout ensemble (Fr.), all together, 
lettre de cachet (Fr.), a sealed 
letter containing orders: a royal 
warrant authorizing the imprison¬ 
ment without trial of a person 
named therein. 

lex loci (L.), the law of the place. 
Fhomme propose et Dieu dispose 
(Fr.), man proposes and God 
disposes. 

lingua Franca (It.), the mixed 
language spoken by Europeans 
m the East. 

lite pendente (L.), during the law¬ 
suit. 

locum tenens (L.), a deputy, 
locus standi (L.), standing in a case. 


Ma chfcre (f.), mon cher (m.) (Fr.), 
mv dear. 

ma foi (Fr.), on my faith, 
magna est veritas et praivalebit (L.), 
great is truth and it will prevail, 
magnum opus (L.), a great work, 
maison de santfe (Fr.), a private 
asylum or hospital, 
mattre d’hfitel (Fr.), a house 
steward. 

mal de mer (Fr.), sea-sickness, 
manage de convenance (Fr.), a 
marriage of convenience, 
mea culpa (L.), by my fault. 

“death 0 (L,) * remember 


mens sana in corpore sano (L) a 
sound mind in a sound body, 
meum et tuum (L.), mine and thine. 


mirabilis dictu (L.), wonderlul to 
relate. 

misc en seine (Fr.), putting in 
preparation for the stage, 
modus operandi (L.), the manner of 
operation. 

mon ami (Fr.), my friend, 
more suo (L.), in his own way. 
multum in parvo (L.), much in little. 

Nemine contradicente (nem. con.) 

(L.), no one contradicting, 
nemo me impune laccssit (L.), no 
one provokes me with impunity, 
ne plus ultra (L.), the uttermost 
point. 

nil desperandum (L.), never despair, 
n importe (Fr.), it is of no conse¬ 
quence. 

noblesse oblige (Fr.), rank has its 
obligations. 

nolens volens (L.), whether he will 
or not. 

nolo episcopari (L.), I do not wish 
to be made a bishop—the official 
reply to the oiler of a bishopric, 
nom de guerre (Fr.), an assumed 
name. 

we have changed all that, 
nota bene (N.B.) (L.), mark well, 
nous avons change tout cela(Fr.), 
nulli secundus (L.), second to none, 
nunc aut nunquam (L.), now or 
never. 


—v tA uiuuui a tiling said in 
passing. 

Tu^1i n i dt amor (L) > Iove con * 

on dit (Fr.y, they say ; a rumour, 
ora pro nobis (L.), pray for us. 

° 1 0 m ° r ® 3 l (L-), Alas 

tor the times and the manners. 

Par excellence (Fr.), pre-eminently. 
(L.), with equal pace/ 

P honour h ° nneUr <Fr ^’ w ° rd of 

tS ,,e .. graS ( ?* ) * 3 P ie mad e 

from the livers of geese. 

Pater noster (L.), our Father, 
peine forte et dure (Fr.). verv 
severe punishment. ^ 

ner <!r>' by the year - 

P J ad . as * ra ( L -), through 
rough ways to the stars; through 
suffering to renown. 8 
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per centum (per cent.) (L.), by the 
hundred. 

per contra (L.), by the opposite, 
per diem (L.), by the day. 
per se (L.), by itself, 
pied k terre (Fr.), a resting place, 
pis aller (Fr.), the worst or last 
shift. 

poste restante (Fr.), to remain till 
called for. 

post mortem (L.), after death, 
pour passer le temps (Fr.), to pass 
the time. 

pour prendre cong6 (p.p.c.) (Fr.), 
to take leave. 

prim£ facie (L.), on the first view, 
pro bono publico (L.), for the 
public good. 

pro formS (L.), for the sake of form, 
pro rata (L.), in proportion. 

Quantum sufficit (L.), a sufficient 
quantity. 

quid pro quo (L.), one thing for 
another. 

quod erat demonstrandum (Q.E.D.) 
(L.), which was to be demon¬ 
strated. 

quod vide (q.v.) (L.), which see. 

Rara avis (L.), a rare bird; a prodigy, 
raison d’etre (Fr.), the reason for a 
thing’s existence. 

reductio ad absurdum (L.), reducing 
to an absurdity. 

requiescat in pace (R.I.P.) (L.), 
may he rest in peace, 
res judicata (L.), a matter decided, 
resurgam (L.), 1 shall rise again, 
revenons k nos moutons (Fr.), let 
us return to our subject, 
ruse de guerre (Fr.), a military 
stratagem. 

ms in urhe (L.), the country m town. 

Sans peur et sans reproche (Fr.), 
without fear and reproach, 
sans souci (Fr.), free from care, 
sauve qui peut (Fr.), save himself 
who can. 

savoir faire (Fr.), tact, 
semper idem (L.), always the same, 
semper fidelis (L.), always faithful, 
sic ltur ad astra (L.), thus do we 
reach the stars. 

sic transit gloria mundi (L.), so 
earthly glory passes. 


sine die (L.), without a day 
appointed. 

sine qua non (L.), an indispensable 
condition. 

splendide mendax (L.), nobly un¬ 
truthful. 

status quo (L.), the state in which 
the thing is. 

status quo ante bellum (L.), the 
state in which the belligerents 
were before war commenced, 
sturm und drang (G.), storm and 
stress. 

suaviter in modo, fortiter in re (L.), 
gentle in manner, brave in deed, 
sub judice (L.), under consideration, 
sub rosa (L.), privately, 
sui generis (L.), of its own kind, 
unique. 

suppressio veri, suggestio falsi (L.), 
the suppression of the truth is 
the suggestion of falsehood, 
sursum corda (L.), keep up your 
heart. , 

Tableau vivant (Fr.), a living pic¬ 
ture. 

tant mieux (Fr.), so much the 
better. 

tant pis (Fr.), so much the worse, 
tempus fugit (L.), time flies. 
tfite-i-tSte (Fr.), face to face, 
tertium quid (L.), a third some¬ 
thing. 

tour de force (Fr.), a feat of 
strength or skill. 

tout ensemble (Fr.), the whole 
taken together, 
tu quoque (L.), you too. 

Ultima Thule (L.), the utmost limit. 

Vade mecum (L.), go with me; a 
constant companion, 
veni, vidi, vici (L.), I cainc, I saw, 

I conquered. 

verbum sat sapienti (L.), a word is 
sufficient ft r the wise, 
via media (L.), a middle course, 
vice versa (L.), the terms being 
exchanged. .... . 

viv4 voce (L.), by the living voice, 
vive 1c Roi (Fr.), long live the King, 
vox et pnetcrea nihil (L.), a voice 
and nothing more, 
vox populi, vox Dei (L.)# the voice 
of the people is the voice of God. 



COMMERCIAL FORMS 


Form of Cheque to “ Bearer.” 


To the 


Bank, 


London, Dec. 8th, 19—. 


w 

Chancery Lane Branch. 
Pay to 


One Hundred pounds. 
£100. 


or bearer 


T. Robinson. 


Form of Cheque to ” Order. 


99 


To the - Bank, 

Chancery Lane Branch. 
Pay to 


London, Dec. 8th, 


One Hundred pounds. ° F or ^ er * 

£* 00 ' T. Robinson. 

ment nf r q * Uire \ previ o US t0 P a y ment - the endorse- 

ment of the party to whom it is made payable. 


Form of Cheque to “ Order ” and crossed. 

To the - Bank, London^ Dec. 8 th. 19 

Chancery Lane Branch. 

Pay to frlfi fieri 

One Hundred pounds. * * 

fioo/-/- 1 ^ 1 j Robinson 

K 



or order. 
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Form of an Ordinary Bill of Exchange. 


£ 100 . 

Three Month 
One Hundred poun 



London, May is/. 

pay to me or my order 
iceived. 

T. Robinson. 

To Mr. Henry Jones/ Liverpool. 

To make this a negotiable document it has to be endorsed 
on the back by the drawer. 

This admits of the following change, according to cir¬ 
cumstances: instead of “three months after date," it may 
be “at sight,” or at such a time “after sight,” or at such 
a specified time, or “ on demand.” 

Form of a Promissory Note. 

£ 100 . London, July i si , 19—. 

Three Months after date, I promise to pay 
to Mr. Henry Jones, or order. One Hundred pounds, 
for value received. T. Robinson. 

Payable at The - Bank, 

Chancery Lane Branch. 

To make this a negotiable document, it has to be endorsed 
by being signed across the back by the party to whom it is 

made payable. 

Form of a Foreign Bill of Exchange. 

r 100 Paris, June is/, 19—* 

Sixty days after sight of this First of Exchange 
(Second and Third unpaid) pay to the r o fcsrs 
Jones and Robinson, One Hundred pouids sterhng for 
value received ; and charge to account ^thor^thout 

advice of 

To Mr. Thomas Kelley, Manchester. 

Payable in London. 
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The naming of the payee admits of the same variations as 
are exhibited in an ordinary Bill of Exchange. The time of 
payment may be, in Uke manner, variously expressed. 
The term " usance ” is sometimes employed to express the 
period of running in foreign bills. It means a certain time 
fixed by custom as between any two places, and the period 
covered by a usance will therefore depend on the places 
of drawing and payment. 


Form of Ordinary Receipt, 

London, May 2nd , 19—. 

Received of Mr. John Frost, Twenty-nine pounds 
twelve shillings and sixpence. 

£29 I2S. 6 d . C. CUTHBERT. 

N.B.—All receipts for sums of Two pounds and upwards 
r f qu £ e , t0 have a stamp affixed to them, which stamp 
should be cancelled by being written across. P 

Form of Receipt for Rent, 

. London, August 18 th, 19—. 

Received of A. Wigram, Esq., Fifteen pounds, being one 
quarter s rent due on Midsummer Day last, for the premises 
occupied by him at No. 14, South Rupert Street W C 

* 15 os - od ' _ T. Phillips. 

Form of Tenancy Agreement for Short Period. 

Memorandum 0F Agreement made this First dav of 
J uary One thousand nine hundred and twentv-five 

fhJ ? EEN f J ° H x N c SMITH ° f 480 PhiI P ot Place Brighton in 
LandCT-n of S ,'{f SeX Esquire (hereinafter callfd " the 

”> of the x 

Landlord agrees to let and the Tenant aeree* 
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County of Middlesex for a term of Three Years from the 
25th day of December last at the yearly rent of £40 payable 
quarterly on the four usual quarter days for payment of 
rent the first quarter's rent to become due and payable 
on the 25th day of March 19—. 

The Tenant agrees with the Landlord as follows: 

2. To pay the said yearly rent at the times and in 
manner aforesaid without any deduction or abatements 
whatsoever And also to pay all rates taxes and assessments 
payable in respect of the said premises (Landlord’s property 
tax only excepted.) 

3. To use and occupy the said premises as a private 
dwellinghouse only and during the tenancy to keep and 
maintain the said premises together with all fixtures 
thereon or which may be added thereto in good and 
tenantable repair and condition and so deliver up the 
same at the expiration or sooner determination of the said 
term (damage by fire excepted). 

4. Not to underlet assign or part with possession of the 
said premises or any part thereof without the previous 
consent in writing of the Landlord (such consent not to be 
unreasonably refused or withheld in the case of a respectable 
or responsible person) or exhibit any bill or placard of any 
description on any part of the said premises or carry on 
therein any art trade manufacture or business whatsoever. 

5. Not to make or permit any erection whatever upon 
or alteration in the said premises or any part thereof or 
keep or expose any goods for sale in or upon the said 
premises or hold or permit any public sale or auction 
therein or thereupon without the written consent of the 
Landlord first had and obtained or do or suffer any act or 
thing which may be or become a nuisance damage or 
annoyance to the Landlord or his tenants or the owners 
lessees or occupiers of any of the neighbouring premises 
or which would invalidate the insurance of the said premises 
against damage by fire or increase the usual rate of premium. 

6. To allow the Landlord or any person duly authorised 
by him at reasonable times to enter the said premises to 
inspect the same and to make good all defects found and 
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wliich the Tenant is liable to make good within two calendar 
months after receiving notice in writing from the Landlord 
so to do. 

7. To permit the Landlord's agent to affix a notice board 
on a conspicuous part of the said premises signifying the 
house to be let six weeks prior to the determination of the 
tenancy and to admit persons to view the same on any week 
day between the hours of ten and four during such period. 

8. That the Landlord shall have a right of re-entry on 
non-payment of the rent or any part thereof for twenty-one 
days (whether legally demanded or not) or breach of any 
of the Tenant’s agreements. 

9. The Landlord hereby agrees with the Tenant that he 
the Tenant duly paying the rent and performing the 
agreements hereinbefore contained may peacefully hold 
the said premises during the period aforesaid without any 
disturbance by the Landlord or any person claiming under 
him. 

As Witness the hands of the parties the day and year 
first above written. 

Signed by the above-named 

John Smith in the presence John Smith. 

of 

Albert Blakey, 

2 Christopher Lane, 

Brighton, Sussex. 

Hotel Proprietor. 

Signed by the above-named 

Timothy George Robinson T. G. Robinson. 

in the presence of 

Thomas P. Jones, 
lib George Street, 

Liverpool. 

Blacksmith. 

N.B.—Referring to Clause 3, if instead of “ damage bv 
fire excepted ” the words “ fair wear and tear and damage 
by fire excepted ” are used, the liability of the tenant for 
repairs is considerably reduced. 
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Provisional Agreement for Purchase of a Freehold Housl 

subject to approval of Terms of Contract by Solicitor. 

480 Philpot Place, 
Brighton. 

8 th December, 19—. 

To Mr. John Smith. 

Sir, 

999 Colman Lane, Weybridge 

I agree to buy the above freehold premises with vacant 
possession at completion on the 25th day of March, 19 
for the sum of £1000 (One thousand pounds) subject to 
approval by my Solicitor of the title to the premises and 
subject to the terms of a formal contract to be approved 
by my Solicitor and signed by yourself and myself. 

Yours faithfully, 

T. Robinson. 

N.B.—This agreement would not be binding until a formal 
agreement was signed. 


Form of short Will. 

I Robert Parker, of 399 Graham Avenue, Wes * Gr ^* 
in the County of Middlesex, Engineer, Hereby Revoke 
all former Wills, Codicils and Testamentary instruments 
made by me and declare this to be my last Will. I Bequeath 
the following legacies free of legacy duty : To my nephew 
Thomas Jones Parker the sum of One hundred pounds • 
To my niece Mary Elizabeth Parker the Bum of One 
hundred pounds ; To my gardener Timothy Wall if still in 
my employ at the time of my death and not f under notice 
to leave whether given or received, the sum of Ten pounds. 
IDe^se and Bequeath all the residue of my estateand 
effects whatsoever and wheresoever both real and P ers ° n 
to which I may be entitled or which I may have power t 
dispose of at my decease (except property by this my W U 
orTny Codicil hereto disposed o^to my e J«sssie 
Mildred Parker absolutely And I Appoin y 
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wife sole executrix of this my Will. In Witness whereof 
I have hereunto set my hand this 1st day of June 19—. 

•Signed by the above-named 
Robert Parker as his last Will 
in the presence of us, both being 
present at the same time, who 

at his request in his presence Robert Parker. 
and in the presence of each 
other, have hereunto subscribed 
our names as witnesses : 

T. Billing, 

254 Lane End, 

Hendon, 

Middlesex. 

Butcher. 

Annie Smithers, 

400 West Street, 

Brighton, 

Sussex. 

Widow. 

•N.B.—It should be seen that these provisions are 
strictly complied with. The witnesses should not be persons 
who take any benefit under the Will. 


Form of Notice to Quit, from Landlord to Tenant. 

Madam, 

I hereby give you notice to quit and deliver up the 
house and appurtenances, situate at 17 Gloucester Road, 
in the parish of St. Peter's, in the county of Middlesex, 
which you now hold of me, on 25th of December next. 

Dated 23rd of June, 19—. 

[Signed) John William Everett (Landlord! 

To Miss Porter. 


Form of Notice to Quit, from Tenant to Landlord. 
Sir, 

I hereby give you notice that on the 25th of Decembei 
next I shall quit and deliver up possession of the house 
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and premises I now hold of you, situate at 17 Gloucester 
Road, in the parish of St. Peter's, in the county of Middlesex. 
Dated this 23rd day of June, 19—. 

{ Witness ) M. Pryke. Susan Porter. 

To Mr. Everett. 


Form of Transfer of Shares. 

I Alfred John Jones of 999 Fenchurch Street in the 
City of London Woollen Manufacturer in consideration of 
the sum of Four hundred and twenty pounds paid by 
Jeremiah Parker of 482 Coleman Street in the City of 
London Furniture Dealer (hereinafter called “ the said 
Transferee M ) Do hereby bargain, sell, assign and transfer 
to the said Transferee Four hundred Six per cent. Preference 
Shares of One pound each numbered 501 to 900 both 
inclusive of and in the Undertaking called Bootblack 
Limited To Hold unto the said Transferee his Executors, 
Administrators and Assigns, subject to the several condi¬ 
tions on which I held the same immediately before the 
execution hereof And I the said Transferee do hereby 
agree to accept and take the said Preference Shares subject 
to the conditions aforesaid. 

As Witness out hands and seals this 10th day of January 

T 9 —• 

Signed Sealed and Delivered 
by the above-named Alfred Alfred J. 

John Jones in the presence of 
Samuel Simpson, 

682 Bow Lane, E.C.2. 

Grocer . 

Signed Sealed and Delivered 
by the above-named Jeremiah Jeremiah Parker 
Parker in the presence of 
Percy Smith, 

784 Duncannon Street, 

Strand, W.C.2. 

Commercial Traveller. 





FORMS OF ADDRESS 
FOR PERSONS OF RANK, &c. 

I- In Letters or Conversation. 

2. —The Direction of Envelopes. 

3. Conclusion. 


The King— The Royal Family 

i* Sire; or, May it please your Majesty. 

2. To the King’s Most Excellent Majesty. 

3. I have the honour to remain, 

Your Majesty’s most faithful subject and devoted 
servant. 

The Queen Consort— 

1. Madam; May it please your Majesty. 

2. 1 o the Queen's Most Excellent Majesty. 

3 « I have the honour to remain, 

The Queen’ Mother-— m0St hum ' ble a " d de ™ ted servant. 

nL a Vv PeCt , s as in the case of ‘he Queen Consort 
Except Envelope: Her Gracious Majesty Queen fMarvl’ 

Other Members of the Royal FamJly- 1 yJ ‘ 

1. bir, or Madam, 

2 ' To He‘r hT 1 Hig l hness the Prince °f Wales; or 
lo Her Highness the Duchess of Teck. 

3 * I remain, Sir (or Madam), 

Your Royal Highness’s most obedient servant. 
A Duke — The Aristocracy 

x * My Lord Duke; or Your Grace. 

2. lo His Grace the Duke of Bideford. 

3 - 1 have the honour to be, 

A Duchess_ Y ° Ur Grace s most obedient servant. 

1. Madam. 

3 . Is to*a Duke* ° f D °“«- 

A Marquess— 

1. My Lord Marquess. 

£ My°^°Sar^ qUeSS ° f “• 

Your Lordship’s most obedient servant. 


FORMS OF ADDRESS 

A Marchioness— 

1. Madam. 

2. To the Most Hon. the Marchioness of Norwich. 

3. I am. Madam, 

Your Ladyship’s obedient servant. 

An Earl— 

1. My Lord. 

2. To the Right Hon. the Earl of Merton. 

3. I am, My Lord, 

Your Lordship's obedient servant. 

A Countess— 

1. Madam. 

2. To the Right Hon. the Countess of Merton. 

3. As to a Marchioness. 

A Viscount— 

1. My Lord. 

2. To the Right Hon. the Viscouut Lifford. 

3. As to an Earl. 

A Viscountess— 

1. Madam. 

2. To the Right Hon. the Viscountess Lifford. 

3. As to a Marchioness. 

A Baron— 

1. My Lord. 

2. To the Right Hon. Lord Pelvin. 

3. As to an Earl. 

A Baroness— 

1. Madam. 

2. To the Right Hon. Lady Pelvin. 

3. As to a Marchioness. 

The widow of a Nobleman is addressed in the same style, 
with the introduction of the word Dowager in the 
superscription of her letters— 

To the Right Hon. the Dowager Countess of Merton; or 
To the Right Hon. Lucy, Countess of Merton. 

The sons of Dukes and Marquesses and the eldest sons 
of Earls have by courtesy the titles of Lord and 
Right Honourable ; and all the daughters have those 
of Lady and Right Honourable— 
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1. My Lord, or Madam. 

2. Lord John Watson, or Lady Jane Moore. 

3. I am, My Lord (or Madam), 

Your Lordship's (or Ladyship's? obedient 
servant. 

The wives of sons of Dukes, &c.— 

1. Madam. 

2. Lady John Watson. 

3. I am. Madam, 

Your Ladyship’s obedient servant. 

The younger sons of Earls, and the sons and daughters of 
Viscounts and Barons are styled Honourable— 
z * £ ,r (f r Madam), or Dear Sir (or Madam). 

2. To the Hon. John Hammond, or 
To the Hon. Mary Ha mm ond 

3. I am, Sir (or Madam), 

. Your obedient servant. 

The wives of the above— 

1. Madam. 

2. To the Hon. Mrs. Hammond. 

3. I am, Madam, 

Your obedient servant. 

Baronet— 

1. Sir. 


2. Sir George Lumsden, Bart. 

3. I am, Sir, 

Your obedient servant. 
Baronet's Wife— 

1. Madam. 

2. Lady Lumsden. 

3 . I remain. 


Your Ladyship’s obediei 

Knight— 

1. Sir. 

2. Sir Henry Hall. 

3. As to a Baronet. 

Knight’s Wife— 


1. Madam. v/ . 

2 . Lady Hall. 

3 - As to a Baronet's wiie 


servant. 


A 


FORMS OF ADDRESS 


Officers of State 

A Member of the Privy Council— 

1. Sir, or My Lord, Right Hon. Sir, or My Lord, as the 

case may require. 

2. To the Right Hon. (give name and title), His Majesty’s 

Principal Secretary of State for Foreign Affairs. 

3. I have the honour to be, Sir (or My Lord), 

Your (Lordship’s) most obedient servant. 

Ambassadors and Governors 

1. Sir, or My Lord, as the case may be. 

2. To his Excellency the French (or other) Ambassador. 
To his Excellency (give name and title). Lord Lieu¬ 
tenant of Ireland. 

3. As to an Officer of State. 

Judges 

The Lord Chancellor— 

1. My Lord. 

2. To the Right Hon. the Lord High Chancellor. 

3. I have the honour to remain. 

Your Lordship’s obedient servant. 

The Lord Chief Justice— 

1. My Lord. 

2. To the Lord Chief Justice of England. 

3. As to Lord Chancellor. 

The Master of the Rolls— 

1. Sir. 

2. The Right Hon. the Master ot the Rolls. 

3. I have the honour to be. Sir, 

Your obedient servant. 

A Lord Justice of Appeal — 

1. My Lord, or Sir. 

2. To the Right Hon. Lord Justice Browne. 

3. As to Master of the Rolls. 

A Judge of the High Court — 

1. Sir. 

2. The Hon. Sir James Scott, or 
The Hon. Mr. Justice Scott. 

3. As to Master of the Rolls. 



FORMS OF ADDRESS 

A County Court Judge— 
t. Sir. 

2. His Honour Judge Smith. 

3. As to Master of the Rolls. 


Mayors and Corporation Officials 

The Lord Mayor of London, York, and other cities and 
the Lord Provost of Edinburgh, during office— 

1. My Lord. 


2. To the Right Hon. (give name and title) Lord 

Mayor of London, or 

To the Right Hon. the Lord Mayor. 

3. As to the Lord Chancellor. 

The Lord Provost of any other town in Scotland is styled 
Honourable. 


The Mayors of all Corporations (excepting a few cities 
and Recorders are addressed as Worshipful— ' 

1. Sir. r 

2. The Worshipful the Mayor of_ 

3. I am, Sir, 

Your obedient servant. 

In London the Sheriffs, Aldermen and Recorder are addressed 
as Right Worshipful. 

Aldermen and Councillors— 

1. Sir, or Dear Sir. 

2. Alderman Smith. Councillor Tones. 

3. Yours faithfully. 


The Clergy 

A Cardinal— 

I. Your Eminence. 

o' 7 °u HlS Eminence, John, Cardinal Archbishop ol 
3. I have the honour to remain, v 

Your Eminence s humble servant. 

An Archbishop— 

1. My Lord Archbishop. 

2. To his Grace the Lord Archbishop of _ 

3. X have the honour to be My Lord Archbishop] 

Your Graces obedient servant. * 
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A Bishop— 

1. My Lord. 

2. To the Right Rev. the Lord Bishop of Peterborough. 

3. As to Lord Chancellor. 

A Dean— 

1. Very Reverend Sir. 

2. To the Very Rev. the Dean of Westminster. 

3. As to Master of the Rolls. 

An Archdeacon— 

1. Venerable Sir. 

2. To the Ven. Archdeacon of Brighton} or 
To the Ven. Archdeacon Moss. 

A Canon— 

1. Reverend Sir. 

2. The Rev. Canon White. 

The Rest of the Clergy— 

1. Sir; or Reverend Sir. 

2. To the Rev. Dr. Campbell; or The Rev. J. Jones. 
The wife of a clergyman never takes any other title than 

“ Mis.” 

Doctors, Army Officers, &c. 

1. Sir, or Dear Sir. 

2. Dr. Bowen M.D., M.R.C.P. (according to qualifica¬ 


tions j. 

Admiral StocK. 

Captain Smith, R.N. (if naval). 

Professor Cox, M.A., B.Sc. (according to degrees). 

A Maid of Honour— 

1. Madam. 

2. The Hon. Mary Thyme. 


Note—The above forms are correct for all official and 
business letters and letters from strangers. In social 
letters from friends more intimate forms are used— 
‘‘Mv dear Duke, or Bishop, or Colonel ”; or " My de^ 
Rid^ford ” In the same way the conclusion would be such 

as is used from one friend to another—” ® si ^ c ? re 
or ” Yours faithfully,” and the envelope would be addressed 

shnply. " The Duke of Bideford." 



ABBREVIATIONS IN COMMON 

USE 


Ai.—Indicates a ship In the first 
class at Lloyd’s. 

Ad lib.—At pleasure, 

A.D.—In the Year of our Lord. 

A.D.C.—Aide-de-camp. 

A.F.C.—Air Force Cross. 

A.F.M.—Air Force Medal. 

A.M.—Before mid-day. or Albert 
Medal. 

A. R.A.*—Associate of the Royal 
Academy 

B. A.—Bachelor of Arts. 

Bart, or Bt.—Baronet. 

B.C.—Before Christ. 

B.C.L.—Bachelor of Civil Law. 
B-D.—Bachelor of Divinity. 

B. Sc.—Bachelor of Science. 

G -A.—Chartered Accountant. 

C. B.—Companion of the Order of 
the Bath. 

C.R.E.—Commander of the Order 
of the British Empire. 

C.E.—Civil Engineer. 

C.G.M.—Conspicuous Gallantry 

Medal. 

C.H.—Companion of Honour. 

CJ.—Imperial Order of the Crown 
of India. 

—Companion, Indian Empire. 
L.M.G.—Companion of St. Michael 
and St, George. 

Co.—Company. 

C.O.D.—Cash on delivery. 

C./R.—Company’s risk. 

Cr.—Credit or Creditor. 

C. S.C.—ConspiaiQus Service Cross. 

Tr 001 ^* 011 of the Order of 
the Star of India. 

C * 2 # ~~ 9 ? mmander > Royal Vic- 
torian Order. 

—A hundredweight or 112 
pounds. 

S’tTJ? 0 R r? man numerals, 500. 

Commander, Order 
r* of the British Empire. 

D. C.L.—Doctor of Civil Law 

D 'M©daT DiStln8:UlShed Conduct 


D.D.—Doctor of Divinity. 

D.F.C.—Distinguished Flying Cross 

D.F.M.—Disting’sh’d Flying Medal. 
Ditto or Do.—The same. 

Dr.—Doctor or Debtor. 

D.Sc.—Doctor of Science. 

D.S.C.—Distinguished Service 
Cross. 

D.S.M.— Distinguished Service 

Medal. 

D -S.°.—Distinguished Service 

Order. 

D.V.—God willing, 
o.g.—For example, 
etc.—Et-cetera. 

F.G.S.—Fellow of the Geological 
Society. 

F.L.S.—Fellow of the Lfpnfun 
Society. 

F.M.—Field Marshal. 

F.O.B.—Free on board. 

F.O.R.—Free on rail. 

F.R.C.P.—Fellow of the Royal 
College of Physicians. 

F.R.C.S.—Fellow of the Royal 
College of Surgeons. 

F.R.G.S.—Fellow of the Royal 
Geographical Society. 

F.R.S.—FeUow of the Royal Society. 

F. S.A.—Fellow of the Society of 
Antiquarians, or the Society of 
Arts. 

F^S.-Pellow of the Statistical 
society. 

G. B.E.—Knight or Dame Grand 
Cross, Order of the British 
Empire. 

G ‘« *L~ Knight Grand Cross of the 

G.C.I.E.—Knight Grand Coalman- 
der, Indian Empire. 

G £;~ Kn *ght Grand Cross of 

r r Mlc ^ acl v an l St ’ Geor g°« 

—Knight Grand Cross of 

the Star of India. 

♦w 2 *—Grand Cross of 
the Royal Victorian Order. 

—Grains, or Grot*. 
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H.H.—His or Her Highness. 

H.M.—His or Her Majesty. 
H.R.H.—Hisor Her Royal Highness 

H. S.H.—Hisor Her Serene Highness 
Hon.—Honourable. 

Ibid.—In the same place. 

Id. or idem—The same, 
i.e.—That is. 

I. H.S.—Jesus the Saviour of Men. 
(Hominum Salvator). 

l.N.R.I.—Jesus of Nazareth, King 
of the Jews. 

Inst.—Instant, or this month. 
I.S.O.—Imperial Service Order. 

P.—Justice of the Peace. 

.B.E.—Knight Commander, Order 
of the British Empire. 

K.C.—King’s Counsel. 

K.C.B.—Knight Commander of 
the Bath. 

K.C.I.E.—Knight Commander, 

Indian Empire. 

K.C.M.G.—Knight Commander of 
St. Michael and St. George. 
K.C.S.I.—Knight Commander of 
the Star of India. 

K.C.V.O.—Knight Commander of 
Royal Victorian Order. 

K.G.—Knight of the Garter. 

K.P.—Knight of St. Patrick. 

K. T.—Knight of the Thistle. 

Kt.—Knight. 

L. —In Roman numerals, 50. 

£ or I.—A Pound Sterling. 

Ib.—A Pound Weight. 

L.C.J.—Lord Chief Justice. 

Lim. or Ltd.—Limited. 

L.L.A.—Lady Literate in Arts 
LL.B.—Bachelor of Laws. 

LL.D.—Doctor of Laws. 

L. R.C.P.—Licentiate of the Royal 
College of Physicians. 

M. —In Roman numerals, 1000. 

M.A.—Master of Arts. 

M.B.—Bachelor of Medicine. 

M.B.E.—Member, Order of the 
British Empire. 

M.C.—Military Cross. 

M.D.—Doctor of Medicine. 

Mem.—Memorandum. 

M.M.—Military Medal. 

M.P.—Member of Parliament 
M.R.C.P.—Member of the Royal 
College of Physicians. 

M.R.C.S.—Member of the Royal 
College of Surgeon*. 


MS.—Manuscript. 

M.S.M.—Meritorious Service Medal. 

M. V.O.—Member, Royal Victorian 
Order. 

Mus. Bac.—Bachelor of Music. 
Mus. D.—Doctor of Music. 

N. B.—Note or mark well. 

Nem. con.—No one contradicting. 

N. S.—New Styie, not sufficient 
(non satis). 

Ob. or obit.—Died. 

O. B.E.—Officer, Order of the 
British Empire. 

O.M.—Order of Merit. 

O.P.—Out of print. 

O./R.—Owner's risk. 

O. S.—Old Style, out of stock, or 
out size. 

Oxon.—Oxford. 

Oz.—Ounce. 

P. C.—Privy Councillor, Police 

Constable, or Post Card. 

Ph.D.—Doctor of Philosophy. 

P.M.—After mid-day (Post Meri¬ 
diem). 

P.O.—Postal Order or Post Office. 
P.p.c.— Pour prendre congd (to take 
leave). 

P.p. or per pro.—For and onbehalfof 
Prox.— Proximo, next month. 

P.S.—Postscript, or Police Sergeant 

P. T.O.—Please turn over. 

Q. E.D.—Which was to be done 
(Quod erat demonstrandum). 

Qy.—Query. 

R. A.— Royal Academician, or Royal 

Artillery. , ,, , 

R.A.M.—Royal Academy of Muslo. 
R.E.—Royal Engineers. 

Rev.—Reverend. 

R.H.A.—Royal Horse Artillery. 
R.M.—Royal Marines. 

R.N.—Royal Navy. 

R. S.V.P .—Rdpondes s'U vous plait 
(Reply If you please). 

Rt. Hon.—Right Honourable. 

S. —Saint. (San.) 

St.—Saint, or Street. 

Ult.—Ultimo Oas { month). 

U. S.A.—United States of America. 

V. —In Roman numerals, 5 * 

V.C.—Victoria Cross. 

Viz.—Namely. 

X.—In Roman numerals, 10. 

Xmas.—Christmas. 

Ac.—And so forth. 
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